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TRANSACTIONS AND RECORDS ACTIVITY

ORGANIZATIONAL LOCATION

Prior to 1949, the Transactions and Records activity reported
to the Office of the Director of Personnel. Since 1949 the Trans-
actions & Records function has organizationally reported to the
following units (figures in parentheses represent authorized strength

where known):

1949

19 Apr 50
31 Dec 50

31 Dec 50

21 Feb 51
7 Aug 51
16 Aug 52
3 Nov 52
31 Deé 52

9 Nov 53

7 Jun 55

Transactions & Records Division
Personnel Overt Branch
Transactions & Records Division
Personnel Covert Branch

Personnel Division Overt (PDO)
Transactions & Records Branch (9)

Personnel Division Covert (PDC)
Transactions & Records Branch'

Personnel Division Overt (PDO)
TRB (16)

Personnel Division Covert (PDC)
TRB (1k)

PDO/TRB
PDC/TRB

n e
[ASJ{@XY

NN

PDO/TRB
PDC/TRB

o~~~
n e
-1 O\

PDO/TRB
PDC/TRB

PDO/TRB
PDC/TRB

PDO/TRB
PDC/TRB

Fo Eov o
e’ e N N’ QS

TN NN NN
= EE wE

PDO/TRB & PDC/TRB merged into
Processing & Records Division
PRD/TRB (42) -

Processing & Records Division name
changed to Records & Services Division

RSD/TRB (L2)
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15 Dec 58 Records Services Division
RSD/TRB (L0)

3 Jan 63 Records Services Division absorbed by
Personnel Operations Division (POD)
POD/TRB (31)
11 Apr 66 Records and Control Division
established (RCD)
RCD/TRB (28)

18 Jun 68 Control Division Established (CD)
CD/TRB (2L)
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EXAMPLE OF EARLY POSITION CONTROL REGISTER

Attached is a sample of the type Position Control
Register used prior to the introduction of machine and
computer-based registers. It was produced by photographing
each of the trays of Service Record Cards maintained by the

Pogition Control Section.
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CONTENTS OF OFFICIAL PERSONNEL FOLDER AND
INSTRUCTIONS FOR FILING MATERIAL IN FOLDER
Revised May 1970

Left Side

Records of temporary value. File in chronological order with
latest paper on top.

Draft deferment and permission to leave the country.

Form 1152, Request for Personnel Action.

Form 337. Request for Security Clearance.

Form 1667a. Report of Interview.

Form 610. Routing and Record Sheet (Only those which contain
information.)

Form 1076. Notice of Official Disability Claim File.

Interim letters.

Unsensitive, sterilized cables and dispatches relating to
overseas assignment.

9. Miscellaneous correspondence.

10. Biographic Profile (bottom left side).

11. TForm 879, Outside Activity Approval Request.

12. SF 127. Request for Official Personnel Folder (copy of re-

quest sent to Federal Records Center).

13. Application for Career Status in CIA.

1L, Memo from TRB requesting CPD to provide dates of creditable

Contract Service.

w10 v FwmnH

Right Side

Permanent records affecting the employee's status and service.
File in chronological order within the categories outlined.

Form 198b, envelope for recharge cards.

Color photograph.

Cover memo, if any.

ACTIONS: Form 1150, Notification of Personnel Action; Contract
Personnel Division memoranda verifying contract service
(bottom of Actions).

5, PFITNESS REPORTS: Iitness Reports, test results, training evalu-
ations, outside training reports -- anything pertaining to
tests or training.

6. OTHER: SF-1ll, Statement of prior Federal and Military Service;

Military Status Questionnaire; Form 1451, Overseas Service

Report; Form 61, Residence and Dependency Report; SF-61,

Appointment Affidavit; Official letters of commendetion and

=W
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reprimand; security violation reports; Form 9lla, Overseas
Agreement; SF-53, Waiver of Life Insurance Coverage (obso-
lete); SF-176, Election, Declination or Waiver of Life
Tnsurance; Memorandum of Understanding; SF-2808, Designation
of Beneficiary; SF-1152, Designation of Beneficiary -- unpaid
compensation deceased civilian employee; SF-54, Designation
of Beneficiary -- FEGLI; SF-2809, Health Benefits Registration
Form; SF-2810, Transfer of Health Insurance; Field Reassign-
ment Questionnaire.

7. MEDICAL: Form 570, Request for Pre-Employment Medicel Evalu-
ation; Form 259, Request for Medical Evaluation.

8. PHS-SEC: Personal History Statement; college transcripts;
Form Wlli, Series; Form 1962 Series, Language and Qualifica-
tions Code Sheet; Marriage to an Alien (if applicable);
Security Approval (under all other CIA papers).

9. Other Agency Folders: Materials from other agencies where
the employee previously worked. (Kept under all CIA material
with a plain white sheet with a gray tab over it; occasionally,
if volume of other agency material warrants it, a second
volume is compiled, composed entirely of the other agency
folder.)
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RETIREMENT'OF OFFICIAL PERSONNEL FOLDERS

Attached are ihstructions and procedures used
for'réfirement of Official Personnel Folders for
employees who have separated employment status with
the Agency. The same procedure, developed in 1962,

is in use today.
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17 September 1962
- .
PROCEDURES FOR RETIRING OFFICIAL PERSONNEL FOLDERS OF FORMER AGENCY EMPLOYEES
- .
The following pr.cedures will be followed in retiring files of Agency empluyeee
; at the time cf seraration:
-
(a) TFiles Seotion will retire to the CIA Reccrds Center one month after
separatiun the complete file (lucluding non-CIA service) of former
- empl.yecs who are:
. 25X1C
é; separating for military service,
separating to accept any non-staff appointment with the Agency,
] consultant, unslotted-WAE, overseas cuntract, etc.
—
25X1C
: - (v) Files Scction will separate out non-CIA service from all other resignee
files one month after separation and:
-
o (1) FErepare a standard Government folder with the service filed by

Acency in chronological order with last service on top.
(2) Prepare two separate lists: (1) for non-CIA service secured through
- the Civil Service Commission after March 1958, and (2) for files
’ secured in the name of the Agency.
(3) Fcrward three cuples of the first list and two coples of the second
- : 1igt to Chief, Cuver Support Sectlon, Office of Security, fer
| screening prior to release of filles.
i (h) Upou return of one signed copy of these lists from the O0ffice of
‘ ' Security, insert a short memorandum form in the CIA pertion of the
file indicating the date records of previous gservice are being
forvarded to the Federal Records Center and a memorandum notification
» i1 the Federal Recurds Center portion of the file indicating that
- the record of additional service with the Agency can be secured by
' writing the Office of Perscnnel, CIA.
g (5) Ship to the Federal Reccrds Center in separate boxes those records
- secured through the Commission and those secured in the name of CIA.

(¢) The Office of Security will forward a copy of the first list to the
Ccivil Service Commission to purge their records.

| (a) For the purposes of record retirement, service with COI, 0SS, SSU, and

j { : CIG will be considered as CIA service and will be retired. to the CIA
- Records Center. :

‘ i

! , . : FLOWF 4

‘ . SEQﬁET Excluded irsm autsmatic
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RECORDS STORAGE REDUCTION PROGRAM

Attached is a package outlining the need for Records
Reduction in the Agency. This project was undertaken in
fiscal year 1969 and was completed the next year. The
package contains proposals for elimination of material of
no legal, historical, or administrative value from terminated

Official Personnel Folders.
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‘ K~f o 'f”4 : : . 15 October 1968
- MEMORANDUM FOR: _
- : . :
_;- SUBJECT ;.. Records Management - Purging the Official
gy ‘ o Personnel Folder of Duplicative or
Unnecessary Record Material
[ . . ) ' .
. . .17 The matter of purging the Official Personnel Folder is brought
" to your attention inasmuch as there are numerous sources of input and re-
w | . sponsibility for record material contained therein. At this time we are
‘. ! concerned with the Folders of employees who have separated from the Agency.
i+ 't The applicabllity of this proposal to Folders of on—duty employees will be
= . considered ab a later date. ‘
2. When an employee separates his Official Personnel Folder is

rebained in the Office of Personnel, Headquarters File Room, for approxi-

(o : .

- . mately six months before it is forwarded to the Records Center for storage.
P . The necessity for having the Folder to respond to inquiries is most frequent
3 (“‘1 immediately after an employee's separation and falls off sharply after the
 \ °  first year. The proposal contained in this memorandum will permit the re-

© tention of the Folder in Headquarters for over a year and also reduce the
; ‘ storage footage at the Records Center.

- .
" 3. For security reasons the Agency i1s the "Office of Record" for
. that part of the Folder concerning Agency employment. The requirements for
R | the establishment and maintenance of the Official Personnel Folder are set
: "+ forth in Federal Personnel Manual Supplement 296~31, Table 8, "Contents of .
y . Official Personnel Folder." {(Copy attached TAB-A) All required records, :
~ ' set forth in TAB-A, Section 1, "Permanent Records - Right Side of Folder,®

paragraphs a and b would be retained. All Agency developed records for -
purposes similar to those in this Section would also be retzined. It is )
.«  proposed that a review be made by responsible parties of records of the

- © nature described in TAB-A, Section 2, '"Temporary Records - Left Side of

i - Folder", and a determination made regarding their disposition. They are

" . ldsted in TAB-B. .

ﬁ L. Your comments on the disposition of the record material listed

; in TAB-B is requested by 1 November 1968, The Official Personnel Folder is

-~ required to be stored for a minimum of 56 years. Yow -comments should in-

Y clude recommendations for the use of the Folder for storage of material not

Lo now stored in the Folder with comparable retentlon requirements. .
- - , -
o

L]

_Plans and Control

- 128
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Ta
L SECTION 1. PERMANENT RECORDS—
* RIGHT SIDE OF FOLDER

' a. Designation and order of filing. The
© personnel records and documents listed under b,

status and service and have been designated as
~ permanent records by the Civil Servico Com-=
“imission.  All records and documents so listed
“ehall be filed on the right side of tho Official
"« Personnel Folder in chronological order, except
that: ' ;
7 (1) Any listed document obtained for, or Te- -
Inted to, o particular personnel action mey bo'.

*

» " covering the action.
(2) The latest Standard Form. 57 may

- for promotion, cte.

Y

%, - above the latest SI" 57.
.- b. Permanent records and documents origie
.- nating with appointment action.

ey
.

bld 8. Coxltc;xl‘ts:'of O‘ff"icial Pcrsoxmﬂel Folder

i '(8) SF 57, 57/\, 58, or'GO (or equivnlcnts).' :
e

v g, and d of this scction aflect tho employce's -

* . filed immediately below the Standard Form §0 '

bo
" filed above other documents to facilitate roview ! i

~ (3) When the Standard Form 58 is used to
“update an employco’s oxperionce and educa- .

" tion, it should bo filed.next to and immediately (Nows: Ono year after oppoiatment, agencics iy,
: . , BAY, -

%" if they desire, remove and destroy the answer sheets for
~, *ngsembled examinations, inclu

¢ .

AR AR ‘f.'"\.,;'-; . .: o
: CtA-RDP90-00708R000200170001°3~
. R ’ ' -"'-';‘

and oxamination papers as follows:

Application for Federal Employment ane
supplemental application forms:-earliest
i+ “form.; latest form; the latest one bearing
L certification of eligibility for veteran

" the basis for rating in an unassembled
i civil .servico cxamination; and =»tbe
.0 latest application<= returncd by the Com-
* mission showing the results of investi-
gation (i.c., bearing a notation that the
~ caso was processed, discontinued, *or
3 - results were furnished to the agency).
<>Earlier applications containing investi~

“ . the application to which attached.

ding stenographic traa-

scriptions and typing testal Declaration sheets dled

23
t,
LI

.

«

preference; any one which was used as

gatory notations need not be retained i
unless - required for other reasons.<=
Civil servico examination papers, in-.
cluding papers resulting from tests ad- .7+ %
ministered by the ageacy, and including .

'
o

st

[

Caimm A S et N & ase anma Ao

1) SI 15, .

+: Veteran Proference Claim (or equivilent). '._..?.F with cxamination papers may be removed and destroyzd L
o 27, (2) ST 50 (or cquivalent), Notification of ':._‘-:.ﬁvo years after appointment.) o
{0 Personnel Action (including letters of appoint- . (9) SF 61 (or equivelent), Appointment ;. -
\" ./ ment whero ST 50 was not issued), covering -~ Aflidavits. SR
e+, appointment action. Co (10? SF 6la (or 9quivalent), Civil Officer .-« ;
AR @) “ST 50-A (or equivalent), Notice of Short *. Appointment Aflidavits. ) . MR
{1740 Term Employment. . S b (1 lf) ?%70 d(or CSC Form 12, or equivalents), .* 77" 7y
- (4) SF 51, Request for Insurance only that ;- £7001 0f Hesi ence. ] . < -_“:'
el portion contginin;; decision of ovmonxipn};t D). =~ (12) SI 78, Certificate of Medical Examina- e

2 AN B WY OR
‘ . g ',-"': ',‘! L
' n‘.“' N .l{ :ld Al ',v:‘"‘]‘l"'ll‘ R
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.‘ , ’ (5) ST 52 (or equivalent), Request for Per- ./
e sonnel Action, when used as an appointment !
[T e document in licu of SF 50, i

et (6) SI 88, Waiver of Life Insurance Coverage. ;.-
= (7) SI' 54, Designation of DBonefciary—

.. yeour (only the most Yooont 0ne). ! ki .t
PN !
|~ ‘
g
| FPX Supplement 29631
: . ’ RN - v, i ',v""

- of an examination to determine an employeo's

. “subchapter 2; however, the examination papers may be

I' [}
.\.‘) Cys .
L SRR DT IR
L AT '
) [ W

",
Ml o

C

.. tion (or equivalent); Health Qualification Place- "
. ment Record; and any other medical record -

i Review restricted as indicated in FPM chapter 203,
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{
o
. 1
= UL v apart from the Oficinl Personuel Folder during
( . i an employea’s aervica with an ageney, tho
N N ageney must file them in the folder when tho
- S Coemployee is eransferred or ia acparated. {Tor
Do PRIY 0 Jlsposition of other medieal records, sce reM
; :.'-53 Y chapter 203, section 3-5.)
-, L (1) Inveatipative forms and documents:
L SN () ST 8, Request for Report on Loyalty
2 o T Data o (returned copy bearing notico of
q ' pracessing). N
= SI° 86, Datn for Nonsensitive or Non-’
: eritient-Sensitive Tosition (signed carbon
- copy—upon separation, s¢0 appendix A,

subchapter 83). :
SY 86, Sceurity Investigation Data for

upon geparation, 8co appendix 4, sub-
chapter 83). '

Notice of final resulis of investigation for
. Tederal employment. (In nonscusitive
1 cases nvestipated by the Cominission,
the returned application showing the
rosults of investigation meets this require-
+ ment. I all ather cases, include o state-
= aent or other evidence showing the
tiye requirements for Federal employ-
ment have been met.
clearanca for access to classified informas

wob meet this requirament.)

cation form returned by the Commission
stamped “Processed under E.0. 9835,
part 1,
former regional -loyalty board of the
loyalty board.
(Notw: Investigative material and reporta will not
Be made a part of the OfMeial Torsonncl Folder, neo
FPM ¢hapier 730, subchapter S Teplics to agency
opreemplaynient vouehora and inquirics aball not bo

4

o "o' fled an the right sido of the foldor, sce FI'M chapler
o 731, SUDCHAPIAR Bo) fiva e wn o e A

" .. EEr e, .-.:. o :,‘I.' ';
-
-

: ;I

d For Relea

- Approve
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Sensitive Positions (signed carbon copy—

© decision and indicating that the investiga-’ :
A reference o
tion under Exccutive Order 10501 does |
Notice of final result of processing under
Exocutive Order 9835, such as the appli- ..
sec. 3," or notification from & .

Comnission or from g former agency .

$€2000/04/18 : CIA-RDP90-00708R

Ay ghoytlyr Federal

vice, when bl

)

« Civilian and Military ser

-

e other oflicial record.

" (b) Sela forth evidenco upon which cora-

L petitive status bas been determined.

§47 (6) Sets forth a cumulative record for leave

A purposes or ono for this purpose which

Lt differs from any other cumulative record

ty in tho file. P .

7P (d) Ts used to dotermine creditablo service

' end service date for reduction in force

purposes.

. (15) SF 2809, Health Benchts Registration

7 Formy,

(16) S

. Status. .

.. (17) CSC Form 2800e, Proof of Selection for
Carcer (or Career-Conditional) Appointment
(or Proof of Selection for Competitive Status

" Appointment). .
©(18) CSC Form 2800b, Authorization of and

* Proof of Selection for Career-Conditionsal Ap-
pointment. S '

© 7 (19) Evidence of date of birth.

(20) Forms or letters frora the Civil Service

' Commission which suthorize competitive status,

& noncompetitive appointment, or aa excepted

" sppofntment.

T (21) CSC Forms 4

A
i

F 2810, Notice of Change in Earollment

Ve

52 and 617 (of equivea-

: lents) applications 0 establish eligibility for -

" yeinstatenient under Pubdlic Laws $4~350 and
C85-847.
(22) Records and documents in the Service

+ National Personnel Records Center are to be
. filed on the right side of the folder as directed

+ under subgbapter $6 of appendix A.
_ (23) Statements of duties and responsibili-
W ties of expert and consuliant positions which
" were prepared to show tbat the job sctually
.- 'vequires the services of an expert or coae
', sultant. :

™ e, Pormanent records and documents origis
" nating during the omployeso's &Urvics. )

. .
R

[

e . Voo . T

o
iz

0170001-9

7 (a) Records servico not - refiected by any

Record TFile trapsmitted to sgencies by the

]

|
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" Ve 20T connection with a chango action,
R N ¢ SI 50 (or equivalent), Notification of
YT Persounel Action, or other standard form used

< ge record a personnel action not reported on
oLt 8FS0, such as SI' 1126, I'ayroll Change Slip
SO effecting o change in basic rate of compensation,
o' ooor SE 52 when used to rccord a special assigne
. went or o detail in excess of 30 days. .
b (3) Form CA 1, Imployco's Notico of Injury
"o %L or Occupational Diseasa (only when no report .
,'ﬁ'_"-" is made to tho Bureau of Employees’ Compeon=
e " Vgation).
L.t ot (4) Forms or letters from the Civil Servico *
‘v, . Commission which: :

ol (b) Cancel competitive status,
“".. (c) Verify competitive status,
L ence, or service history. "

TN, aminers.

Y (@) Authorize & personnel action.

- {f) Disapprove personnel actions because of .

Lo the nonexistenco of competitive status.

. (5) CSC Forms 493 and 618, applications for

' conversion to carcer or

"o~ pointment under Public Laws 84-380 and 85~

' 847. (These forms will also show agency or

1 Commission dotion on conversion.) '
- (6) Agency recommendation for conversion
. to carcer appointment in postal field servico
under Public Law 84-836.  Also, applications

. for conversion under the law if employco was

- "not eligible or was not recommonded by the

sl agencys

syt (7)) Training:

V. (@) Recordsofall training courses completed .

?

(except short periods within an agency
that would have no bearing on the

respondence in the agency).

that oxcoods 40, b

ours conducted by, is, ;i

he!
. H . : “ v e
1 ' L ; . 'y :
N pEE
e , ' K oo . ) ] ™~
i e oy - - .
i . . . Y
. T i
d - .
‘ N DL [
¢ g et .
.
i .
— .
,’ v
Jolk N
. . ' .
. P

i D

Co . FPY Supplement 29_6-31 :

I otre RN FPY
B »

ERS
y

2

6

e Wy

v,
veteran profer= .

(d) Approve.membeiship on boards v°f oxe'

carcer-conditional ap- .

Records of any other poriod of training:.

6ftaine CIA-RDPSO 0708000

:;.'":;\ AvA Bees 3 T SR | a | n-Goveram acilities
" sokproves foriRans svoorsine Sois e df ATHRRNFARGIRH L i

(o)

5, United Statoy Cado. ,
T,etters from tho Civil Service Commis-
sion (or appropriate references thereto)
authorizing waivers and exceptions froma:.,
tho provisions of tho law. K

Jmportant: All training conducted by, in, or
through non-Government facilities under su-
thority of chapter 41 of title 5, United States
Codo whether or not completed, which exceeds
40 hours must bo identificd in such & way as to
insure compliance with tho law's prohibition
against more than one year of that training

UL (a) Authorize competitive status. o ,_..‘.,‘."‘.:‘“.during any 10-yeor period of civilian employ- -

IO

R ' 0
!

'

ment. ;

(8) Notices of Outstanding and Unsatisfac-

tory Performance ratings (include notice of
warning when unsatisfactory rating is filed and

-.any appeal decisions sustaining the rating).

. If decision is later made that an unsatisfactory
rating was crroncous, the warning and unsatis-

_ factory rating must be removed from the right

. side of the folder. :
(9) Evidonce of awards under title 5 of the .
United States Code, Chapter 49, Incentive
‘Awards.
(10) Official lotters of commendation evidenc-
. ing performance of official duties (or duties not

.(,
N under Government control. but related to
- performance in Government service) clearly

above tho quality which is normally expected

.«in tho performance of those duties. (Do not
include papers such as letters evideneing

participation in matters of & civic, religious, or
professional nature unleis the communication
is in the nature of & commendation for excep-

" tional quality of performance related to Govern-
person’s employment elsewhere; for ox- .
ample, orientation training, training in-". ,.ouns of craplo h o
. . - ces upon change of super-
methods of assembling and routing cor= eroup pioy P & per

meonit service, lottors of appreciation written to .

*visory officials, or lotters abou

"of overtima).
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Vv o (12) Blection (formy, momorandum, letter) to
- continuo and pay tho full cost of (a) lifo .
insuranco coverngo, or (L) ‘enrollment in &

(IRpproved’ F“dwhéleaéb

rights, veply, and appeal papors, it any.

health benefit plan, or (¢) to reccivo and pay -
the [ull cost of rotircment, credit while on

approved nwor to scrve as an officer or

employco in an employco organization.

d. Permanont records and documents origi-
nating with separation, (1) SFF 50 (or cquiyu—
lent), Notification of Personnel Action covering
scparation.

(2) SF 56, Agency Certification of Insuxjanco '

7 Status (mphcntc copy).
© (3) SIF 1150 (or cqmvalent), Record of chwo ."

'~ Data Transferred, oxcept inseparations by death

' or in separations before the cmployco com-

~ pletes ono full pay period on the agency's rolls -
- when hoe has no leave to his credit on the basisy .
* of priorservice. (If employment is in a position
. subject to the same leavo system, the employing
agency may rtemovo the SF 1180 from the |
- Official Porsonnel Folder and forward it to the -
, office responsiblo for the leave records.)
k (4) (a.) Resignation signed by employeo (tbat
_is, & letter or statement signed by
_the Smployeco; Standard Form 62 -
when the employeo signs and sub-
its this form as his rosignation). -

'y Inate 38 o
. July 3, 1968

t- ﬁ;’.ﬁig-
ooleurrat CIA Ropgqggzgehq)o(,?q%m 158
LR %

(5) Court ordor, tranacrzpb of, in separation
for legal incompetence.

(G) Agency notice of retirement or Cora-
mission notification of approval of a.ppucauoa
for disability retirement.

(7) Physical examination conducted in cone

~nection with disability retirement or separation
for disability, correspondence, and other docu-
‘ments relating to medical history,

SECTION 2. TEMPORARY RECO‘?DS-—
. LEFY SIDE OF FOLDER

Papers about & person which are not
specified for filing ‘on the right side of the
Official Personnel Folder are considered as
" temporary records and filed on the lelt side of
the folder. -Because these redords vary widely
from agency to agency, no list of them is in-
cluded in this table. Some examples are: Re-
quests for personnel action, letters of reference,
performance ratings (other than Qutstanding or

' Unsutis:’actory) debt and draft correspondence,

_any extra copies of reduction-in- forca notices
that arq in addition to those retained with

of caution, waring,

i Release'2000104l18 CIA 'RDP90 00708R000200170001 9
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IT‘E'MS FOR. C‘O'\ICS"ED*“%XTIO’\T TOR PURGING FEOM THE OFFICIAL"PERSOM\IE’IJ"

FOLT‘FR STVERAT, MONTHS AFTER AN FMPLOYEE HAS ST"PA}?A‘IT D

v : For“n No. Form Tivle
) 1200 . Biographic Profile & Jacket

_ ::s : ' Applicant Tnformation Shaet # 1
| . ... " Applicant Correspondence
37T o '_ o Request For Securdiy Glearance

| . 5L Travel Orders

o 610 . o Routing & Record Shects /5 yrs old)
- ,‘ vf S Ciard Notifications of Lllf’lblji'by
| w o ow . of }(on-ELgibility

RITN

- - Plcture

v Lldic ) , * Language Record Data

o 536 ' Military Status Questionaire
- . Memos Re-Reading of- ~ 25X1A

enio T 259  Request For Medicsl Evaluation

| s °w u Pre-Employment Medical Evaluation

gk . Master Qualification Coding Record |
o 1962,8&: : Language Code Sheets -
| 196% L 'I‘- Qualificatioh Code Sheets
o e9h Euployee Information Agreement
- | 'Retiremen‘c; Undersbanding

e o '.-_-' | ‘Training Reports & Test Results

| L . | ‘ © (Reports of Courses of AQ hrs. by, in

~or through non crovemmant i‘acilities
must be ret.a.:x.ned. :

. rF“LX-
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VAL T

879
SF127

- 374152

25268

928

s

. 1076
911
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S _Copies of Military Orders

" File Separators - B
Duplicates of PHS, etc
" 'Tn-Out Casual Sheets ' E ‘i

" Qutside Activity Approval ﬁequest

..~ Request for Official Personnel Folder ;

. Questionnaire c /

Form Title R

~

.. Cable Traffic & Dispatches = o 127-

" Memo Accompanying Personnel Quallncations ’

]
)
i

Memo of Call to Etablich EOD Date

© ' Career Service Actlon

Verified Record of Overseas Service '(Code Sheet )

Selective Service Actlon Request

- (Form Seeking Defement/Pemission %0
. leave U.S. )

Request For Advance Sick Leave

Notificabion (to employees) of acceptance

for employment

o MISCRILAOUS FORISIND1S, Bt

‘Letters Request.n.ng Outside Training

‘ Appl:z.ca’oion For Career Status :x.n CIA

Notif:.catlon of Membership in Ca._reer Service

' Summons For Jury Duty - . '{

L : Memorandun of Telephone Call

Memorandum of Understanding (Concernlng

 Travel Expenses)
(1 f: Mo 5* a

dsh-
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s '.J S - Form No. . ' "Form Title

, 1076 . Notice of Official Disability Claim File

P I (might be of Legal significance in case

- e e o of disab, ret) [(rorm states that claim
SN IR ' "7 is on file with BSD)

R e R Memo notfying employee of assumption of
b S S o non-application fox Career Status

g - Credit Lettere"

!
)
i
1 i wbo o
T .
P! [
1 :-
e 1
- i
i V-

»

f
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ATTACHMENT F
SECRET
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EXAMPLE OF USE OF SERVICE RECORD
CARD IN RECEIPTING OF FITNESS REPORTS

Prior to March 1959 the Position Control Section of the
Transactions and Records Branch was responsible for receipting
of executed Fitness Reports. This was accomplished by noting
the due date, date of office forwarding of the report, and
date of receipt in the Office of Personnel. The type of report
(i.e., Annual, Initial, or Special) was also recorded. The
month the report was due was evidenced by a colored nunbered
Tab indicating the number of the month report should be
received. An example of notation made on card is shown on

top inside of Service Record Card.

- 136 -
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o - 5. U. 5. CITIZENSHIP  [5.COMP. STAT.| 7. RETIREMENT COVERAGE 8, VETERAN PREFERENCE

2. DATE OF BIRTH 3. SEX 4,
THMONTH—DAY—VEAR | MALE | FEMALE CITIZEN NONGITIZEN YES WO ] CSC | FICA |OTMER] NONE'} NONE 5-PT. | 10-PT,
- DISAB, OTUHER

10,

9. PHYSICAL IMPAIRMENTS

-
11, ADDITIONAL INFORMATION AND REMARKS o
. T : Pr 2 1 Co i D !
/ H . —‘[\!—""_go‘ F” ""/:I /{l(" ".'n’ T i
™~ _ IO IR EEZE N W =
. ‘ 1t | 120 Q-5 121008 A |
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12, RETENTION 13. SERV. COMP. DATE | 14,
SUBGROUP MONTH—DAY—YEAR ’
15. PERFORMANCE RATINGS f . .
RATING AND DATE 'RATING AND DATE RATING AND DATE. RATING AND DATE RATING AND DATE RATING AND DATE
( U» B, GOVIRNKENT PRINTING OFFICE ~ 16—04000-8
1, FEDERAL EMPLOYMENT RECORD—CONTINUED .
(b) EFFECTIVE (d) SCHEDULE, o) SALARY OR ORGANIZATION, HEADQUARTERS.,
() NATURE OF ACTION Frec (c) POSITION, TITLE, AND NO. SERlES NO. () SMARYOR | (D A OEATION
—
bus
i .- . 16. FOLLOW-UP DATES _
= (&) S ACREASE DUE () ) . ) -
' s °
¢ * LAST — .
T+ |7 LAST HAME-FIRSY BAPE MIDDLE INITIAL 18. XXKKKAXXKXKAXX XXX KKXXXKX XXX XX XXX XXX
KRKXKXXXXXKKKKXXXXXXXXXXX XXX X XXX KX XS

R e :
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| ATTACHMENT G
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TABLE OF ORGANIZATION CHANGE AUTHORIZATION

Control Number W78, 29 May 1954

Attached is the change which authorized the establishment

of the Statistical Reporting Branch.

- 138 -
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ALLACHMENT H
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CENTRAL INTELLIGENCE AGENCY STRENGTH REPORT

As of 17 September 1947

Attached is one of the first personnel strength reports to
be published after the Central Intelligence Group (CIG) became

CIA'

- 141 -
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ATTACHMENT I
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CENTRAL INTELLIGENCE GROUP PERSONNEL REPORTS

Attached is the earliest of a series of CIG strength

reports dating back to 7 March 19LT7.

- 145 -
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MULTIPLE LAYOUT FORM FOR

ELECTRIC ACCOUNTING MACHINE CARDS

Attached is a form that was used in early 1951 to code

selected data from Personnel Actions to be keypunched for EAM

input and retrieval.

- 165 -
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25X1A

25X1A

6 Februery 1693

4

fieconrelr & rlr;m:u:n, bl
fioon 1118, Tl ldinge : e
recr [ NG

-

I would 1ike Un express ey sir
the cfiorl you dovolad to nropord £
ualch recuired ¥ou Us work un ‘.)...l 4
your wuliving cifoily, we have beon allc
Ly short dee cl.u'e.

5

L.'
r«*
r

G
be!

Your cdovotion to cduty reflects rrest credit upon
yoursslf enag the Peveormel 0£fice.

A copy of this cowmendation will to weds a pori of your
officlal rocord. A . .
dee :

. &lnearaly,

OPD:; ChiCebls

1 - AD/?

. - Subjectts File
1 - OPD

- 171 -

Approved For Release-2000/04/18 : CIA-RDP90-00708R000200170001-9



14
bt

"lgl HEE
i s

ik
S

RESTRICTED “Reb-UT15

Approved For Release 2000/04/187: 'Cia&<RDP90-00708R000200170001-9

- *
Lot : S
.

L) »

S
PRI
[EVIVE W3

ot ey e
AR j’{

25X1A

wmorarpu rox: [ .
' " Chief, Group C. Research and Planning Staff
Personnel Office

o ' \ lt'*:-"*\ et
THROUGH 3 Persomnel Director (%ﬁ;}{ ‘
: Comuendation o

SUBJECT

1. During recent weeks you ond your unit have been called upon
to supply, on ghort notice, eccurate and up-to~date personnel statise-
tics. The monner in vhich these figures have been produvced, as well
as their accuracy, has contributed substantially to the budget proceed-
ings. )

2. 'The history of persomnsl statistics in the Agency ig not withe
out criticicn and scme of it with considerabhle Justification. Since
you have assumed responsibhility for this funetion there has been a
maxked inprovemant. Particularly, during the receat budget discussions,
persomnel stetistics withstood the test of allegad Inaccuracies. This
demonstrated that an extrernely creditable jJob had been accompliched
which reflects favorably on you and the other individuals concerned
vith this work.

L. X. VHITE

Acting Deputy Director
. (Administration)
25X1A
ces _ Personnel File

L4 . .
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CECRET
L 1
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‘ Hoa s 1w Tpaa

30 April 195N

A ]

MEMORANDUM FOR: Assisbanb Divector for Persomel

SUBJECT : Compendation. '

1. As you know, the Chairmen of the House Appropriations
Committee, during the Hearing on CIA's Fiscal Year 1955 request for
appropriations, indicated that he desired certain persoinel statis-
tics which had not herctofore been submitted to the Commlttee; such
statisbtics had never, in fact, been assembled in CIA.

' 2, Throush the coopsration of the Office of Persormel, and
particularly of * Chief, Research Branch, Flans,
Researcli, and Development Staff, this informabtion was assembled in

a minimum of time and in a meaningful way, supplying an over-~all
personnel picture to the Director for the first time and enabling
hin to subnit a part of the information to the Chairman ‘of the House
Appropriations Committed with a minimum of securlty riske

3. I feel that this perfommance was over and above that which
one might ordinarily expect and desire 1o comnend the Office of Per~
sonnel and, particwlarly,
tion in this mattere

L. K, VHITE
Acting Deputy Director
(Administration)
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- The Personnel Stutus File # 1 incorgorates pertinent inforzation of
| employce-to~igency relationship., The stotus card is intended to be nothing
-
C ' ¢ o an ' ' flect
. more than an actual transcript of official stabus changes reflected on Fora-~50.
— 3
- ;
; The followine information is certeined ' in the /1 Status Card.
P a. DHPLOYEER SERIAL NUMBER . COLS. 1-%

2 alt the time of ZECD.

Employee serdal nunber P
) is & prefix to denote the funds under
r

; The first aumber (left t
- vhich Staff Enployecs are
ttau stalf employze.

6"\
m
orm
e
21
—

>

N

eid, and is used to denobe stabus cards other

[h 3]
TN

- Vouchered prefiz -~~{1) :
(:h Unvouchersd prefix -=(5)
o + b. ENPLOYED NAME - COLE . V-2l
- ' : LT
As reflected on the Form 350,

1 Punched: Last, First, Middle Initial (if possible)
fugon
‘ R L b 21 VA1 t“

i c. DATE COF RBIRTH COLG. 25-28
- : As reflected in Ttem # 2.
- Punchad: Month and Year., (2 dizits each)

] d. LaST PENSONNEL ACTION COLS. 29-36

v ‘ As reflected in Ttens # 5 and # 6.
Type - 2 dlgits - cols. 29~30C

, L : Date: : ‘ ' |

‘ é ‘ Fonth~ 2 dizits - c¢ols. 31-32
; Day u i - cols. 33-34
' Year " ¢ - cols. 35-36

-] ITICH NUMBER | , ' CoLE, 37-L2

H
. ! _ The official pesition number assignad Lo each emumoyee wnich corresponds
i to the positiocn number reflected on t fiicial T;O.

b | - 174
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PEASOUMNAT, S0ATUS FILE

#07 CAT
LA TR ALl

f£. OCCUPATIONAL SERTES CODE COLS. 13-4
A six (b) digit numeric code uszd in lleu of the (20) digit ezlphebetic
position title. Rﬂflﬂctca in Lnem # 8, Form -'50,

g. GEADE ‘ : COLS. L9=50

Reflected in Ttem 7 9, Foram - 50,
Pujchoed as numeric cedes as follows:

GS - 01-18

B - 5C-7L

WBS ~ 81-95 .
UNGRADED = 99 ‘

2saic - ‘ s

in all status cards in crder that

An identifying punch (x-51) is placed
the GS Grade can be shown in t‘a svatus cards, bubt provides a racord
of all integrees. - ’

i. ORCANIZATIONAL COD® COLS. 52~87

A six (6) digit numeric code which is used to 1dcnt1fv the enployec in
relationship to the "Orgenizational Designations” refllected in Item # 10,

Form - 50.
Offtoe ~ ¢ols, 5263
Division . 5i=55
L ey
Branciy; etce, 56=57

3o FUNDS~-HEADQUARTEAS - COL. 58

Reflected in Item # 1L and Item # 12, Form - 50.
Coded and punched as follows:

1 - Dept. UV 2 - Dept. VCh,
3 - Fla. U,5. W L, - Fld. U.S. CH.
- Fl . Ffﬁ,’n b‘r 6 - Fld» Fl‘gn' \rCu.
8 - VCH. Project (over ceiling)

5
7 - Fld. Fregn. Project (under ceiling)
9 - Fid. Frgn. Project (ovor ceiling)

k. VETERANS PREFLRINCE COoL. 59
Reflected in ITtenm #'13, Form - 50,

Coded and Punched as follpws:

Mo Vets. Pref, === O ' Wife or widow of
5 Pt. Vet. Bx=selvics KEN w————m—— 3
vl .
R 1 Kother of Ex~service _
. /o Pe. VET, . wman ————— . 4

W L - -
Wwz - ===~ 1
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cournrd

1 « B;\uIG"{'rtl—" 1‘”{‘:\.1 T.. o

As»reﬁlected“in“Item~#w
. Coded-and-Puached.as -foll

oW

. l”
~

TEBlank eee- O dd €
; BoC (€8} me—- L ‘ :
= . BOC (I) == 2 ,
© BOC (SUPN —m=— 3
| BOG (EX) Neemem &
' m. SERVICE DESIGKATION -

'..‘ly

veflected in Item # 14 (
Punched as reflected.

.

\

i
i

COL._ 60

14-(Left side of Llock) = Form ~ 50

COLS. 61-562

right side of hlock) ~ Form §0.

n.vSExaﬁACE CoL. 563
qJ As reflected in Item # 15, Form - 50, (Trem # 16, albO)
. Code and Punched as follows: .
- Male - White ——= 1 Temale - White === 2
o { Yale = Colored =-- 3 Female - Colored ~-— 4
R Male - Otrer ==~ 3 Female = Other -5
- o. Aﬁ”ROP“'Am\IO NUMBTR COLS. 64-67
,¢4 ' . ps veflected in Ttem # 17, Form - 50..
i; The first four digits from.left 1o right (execluding the first digit
; is used to elgnlly ohe fiscal year) is punched.
i pe. COUNTRY AND CITY CORB OLS, 68=72
- : ' : .
: A five (5) digit numeric code w! nich places the employee in a geographic
’g area as reflectod in Item # 11, Form - 50.
i? z 3 digits - country
' ; : 2 digits - city
- { . q.. AGENCY GROVP_CODE (oL, 73
; i , A single digit code which placus the employee ia the major conponent
i | to which assigned, l.e., DD/E, DD/P, etc.
- |
; : r. CURRIMT SERVICE TOD DATE CoLE, TL=79
z . ' :
- L Month, Day, and Year as ruf ected in Ttem # 21, Form 50,
f,(? | s. CARD NUMBER COL. €0
- Lo Card # 1.
i ! *
-
- 176 -
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TN T — g ATy, 7 W
: 5 L) } QT
: { TTAHDARD FORM 50 (7 PARY) ./ . 4 u’};ﬂ‘d;‘ai.%
| .. - REV. APRIL 1051 : - .
- ’ PROMULCATED BY (WHEN FILLED I¥)
- U.6, CIVIL SERYICE COMNISSION . v T !
CAAPTER R, FEDERM._PERBONNEL HANUAL ! ) ‘ .
| W . i o liadten T L g
a NOTIFICATION OF FERSOMNEL ACTION
|
- o KAME (HR.~RIGO~MRS,~ONZ GIVEH RANU, (NITIAL(S), AND BURNANG) 2. DAYE QF BIRTE 3. JOURNAL OR ACTION NO.| 4. DATE
C . 0 , oy e
Mies Jane D. Don ///ﬂ //.’5/4-'17.‘ 15 June 1925 DT 10 Anril 1955
i This is to notify vou of the following action affecting your emplovment: )
0 5, NATUKE OF ACTION (USE STANOARD TERNINOLOGY) & EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY
' . \_é
| REASSTONMENT 6 : 2 Aorid L9455 50 U&ca 403 J
- FROM . 4 : o .
; . ©, POSITION TITLE . P .
Tab Equip. Opr Z 564,01 - File Clerk ZQZ‘).O'}.
5 (G705 A 83255
- Gs ~0359,03- 4 / CsERVICE, S2A)ES, 5S-{0305,01x4 /53255 pea. .
" ' : . GRADE, $)0ARY ‘ Frmerrae” i
;
i DD/I - OCD 0. SUOARIZARIAL
. Bicgraphic Register Div. ESIRHATIONS frister Div.
i Index Branch ‘ fich
. . —— -
] Card Punch Sectibn Section / Dol
e . - v
o . 11, HEADQUARTERS . ’/.—""‘:'\.
‘ \ Wash. D.C. (a2,
- ' . N e
b L ] FIELD |"' DEPARTHENTN, 12. FIELD O DEPT'L \ £LD ]":,f;( I DEPARTHMENTAL }
. ETERAN'S PREFERENCE /. 14, POSITION CLASSIFTBATION ACTION /-'
woNE| il [oTHER] 5.7 [ 1gf0inT NEW | VICE 1. A | REAL. 7
== N\ 4N
™ (o) x [Hoan [ovnen DL/C/D:
/ y4d 4
| L e 7. AR Nopmmon/ 18, Eq'{gigg"{ R_{c;\g.r 19. DATE OF APEQ! HTs 20,LEGAL RESIDENCE
s S ACE £ hE! Ah g -
- N ¥roits B ARO5~20 (YES—N0) (ACCESSIONS 03\/)41 cLAwED [T] PROVED
: ! e ATE:
“Gorly | S _aigoo | rate:
: o -

22, REMARKS:

/%7‘,5 ;_/7/;3/;; nr

Voucerta2iz D

7 QoNFIDEMNTIAL FunDg
PTr0s Do MoT— Savi

AtTIoN FoRm.
“CQE " SOPRRIMFOSED OV FlZaor.

22, SIGNATURE OH OTHER AUTRENTICATION

A 4 1. EMPLOYEE COPY
PRy . .
u.;.uu‘.\:’s.? - 177 - . . o
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Security Information .

Chief, Machine Records Branch - . . 30 Mareh 1952
25X1A . '

Project Codes

25X1A

. l. At‘a‘.cm,rl horsto is o lisct of polisied Iﬁ'njec"u_:mwl""-b’s
elaled on eoxboin ‘o"so'mc'l. cohions puce

ol (Wilce, To feciliicte Pl

risotnel E.ctim drtrolving projects,

Liovod deslreble mucu, :ii'

v_tow*"_‘.:; tronsmitied to you uy ot
neceacwy sont _ol of previcus end 1wy
a slislh chonge in your cuwriendt codes

frplemantod, would provide o wrerant orpenlzationsl code® ool *mr'\‘ve %o
“p::a‘:“n*‘o organizations® on Dogulor /Gt ond personnel.

2. If wyou sgroe thab guch o ehovoe would fc:.c;.lib'"',e you controls
ond mc?wm.cal reporting, &% 1o roouozicd :
In colwns 38 ond 29 of the *ﬂz“‘r:nz.::,_*‘. St Cord be rerwedics
tho amrromelote 010
sitached Lish (cecond o
digits) be punched In colwmms 38 il 50 of tho anmropriate Fersonmel Stulus
C::rdo Code 99 showld be malmbained dnm ccluws 34 ax ﬂ 5. Flonce odvize
this Staff zs soon as the aoom chinge ang hoen comploted.

Ty S, k)
\.x" Ol(‘(uCC &ror: C"*'T..'Ll.&q.

A Ivto codiziis

[H) {)

20 tnd A1, IU is m.rtzrv- Tegrested ©
chovm in the rigd aund colusn of Hho

) CL.C foke
Lhimd

J,.J

3. In the ovend that a porconmel ::::’o:'.cn i roceived by your GNle
ole - ﬂl - f_) )
- [%43

Ypaatad
g Projcet nobt showm on the E"bu&Ch'.:.C". 1'
contacted in acder that wo noy prol

Lae
O Y %
wOAL 3%
[ ]

:‘ccu tod. "r.h t t':u_.

'fé
1o
&
ot
L
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o
}-‘
o
D
o
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v Personnel Office
,O0ffice of Personnzl Director

, Personnel Studies and Proceduras Staff

, Personnel Division (Cvert)

Parsonnel Procursment Division

Classification and ¥
B R T W R A T

vPlacement Branch

Transactions and Records Branch

Testing Standards - Training Branch
JPersonnel Relations Dranch

.,....A_.

za Adminisvrat

Personnel Division (Covert)

Office of the
Placement Branch

Chiefl

FPNUOS A Y

ion Division

©rg

32
32
32

32
32

32

32
32

32

32

Codfs

05 00
05 00
05 0

05 10
05 11
05 12
05 13
05 b

¢5 LO
05 50

i

)

Transactions snd Records Zranch

Transactions S Section
‘Appointment Unit

Status Unit
Overscas Sectlon

Records Seaction

. Position Taventory Unit

~Rerurio-yndt

Flles Unit
Cd . Proe. By

Personncl Rclatlons Branch

. Military Personnel Division

Officers
" Enlisted Personrel
Civilian Psrsonnel

Temporary Authorization

Personnel Office

Personnel Pool

- 181 -
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3
3

t
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SR

32
32

32

32
32
32
32

32

05 60
05 60
05 63

05 6L
05 65
05 66 -
05 67
05 61

05 68
05 69

R iarifin

32

| 32

32
32
32
32

32

05 71
05 62
05 30
05 31

05 32
05 33

05 99

38!

Q,V\\?.Q:hu-\&(
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1 6 MAR 1956

HEMORANDUM FOR: Chlef, Records and Services Division

SUBJ'ECTz‘ Review of antent of MPSR!'s

1. Following discussion with the DD/S, the ADD/3 has re-
quested that we make an informal survey on the MPSR to determine
from our customers whether:

a, All of the content is necessary and useful to them
on a monthly basis; and,

-

b, Some useful and neceséary items are. not included.

2, Without 1ntend1nrr to predict the results of this review,
it seems probable that $6me information which is necessarily con~
piled on a reguler basis could be eliminated from the MP3R and
furanished to other officials only on a speclal request basis,

3. It is suggested that this survey be timed with the pub~

licatn.on of the next MP3R and that the results be reported as
soon thereafter as practicable.

25X1A

Executive Officer
Office of Personnel

- 184 -
Ep-"-’.\h-\“_‘zﬂ‘T
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29 MAR 1956

MEMORANDUM FOR THE RECOFD ’

SUBJECT: Interim Report on MPSR Survey

1. As of 29 March 1956 the outstanding reports to be
received on the informal verbal survey of the usefulness of the

MPSR are froviNNE, Cffice of the DDS, NG

Office of the Comptroller and the Office of Persomnel Division
Chiefs. ' '

2. The replies thus far received have varied all the way
from the report being completely useless = Menagement Staff,

25x1A - to the report being exactly what is needed and no

C

changes should be made as indicated by ||| ©:fice of
the Director. -

-

3. In general, however, it is felt that Table 1 is
essential and also Table 3. The tables on promotions, grade
distribution and separations could be furnished the various
personnel on a quarterly wasis with no impairment of their
usefulness to the users of this report.

Le The separation Tables 8, 8a, 9 and 9a are not

- essential except on a spot survey basis. The applicant gain
and loss report is useful only to ﬂ

5. The table on miscellaneous persofmel is needed by

25X1A W Office of thes DDI, but is not considered
sutrticiently comprechensive to bte useful by DDP.

25X1A

6. A meeting has been arranged with |G 1o

3 April 1956 to complete the check of the usefulness of this

“report., I 11 furnish to this Branch his recom=-

mendations by Tuesday also. ,

S

25X1A

Chief, Statistical Reporting Branch

: - 185 -
L. Bnonpy
i

B

~ Approved For Release 2000/04718 : ¢IA-RDP90-00738R000200170001-9

L25X1A

25X1A

25X1A

25X1A

Approved For Rele'a_se;’_2‘000/04l18 : CIA-RDP90-00708R000200170001-_9



REGHELTINS
.~ 98T -

I CERTIFY THAY TH
0F AN ACCEPTABLE

_SIGNATUREY

B B - .o o D R om ECOES OES OE O E KR
B-rCN * Approved For Release 2900104[18 C1A RDP90-00708R000200170001- s D e
l — A
£ ‘ L
1 Saria! N, {2 . MName " Cost Contec-Num!:—w |4 LWOP.Houn
-1 25%1A S - )
001047 F 04 200 vy
S. . ’ : NEW SALARY RATE 7. TYPE ACTION
\Grad& Step ’ Salary Last Eff. Date Grade Step Salary ——E—f-focﬁva Date” PSI (5] ADJ, -
6GS 18 3 [$16,699 09y T T T I
8. Remorls and Authentication | JOB # ) # COPIES F’REQWTC-V
/ / No EXCESS L _ '7[’"’ yo\m’fg?‘
/' 4 INCPAY STAT 138-8 . ' =
/ / LWOP .STATUS
-GLERKS IN  posoprprion

. PERIODIC STEP INCREASE NOTICES ARE PREPARED
60 - S0 DAYS IN ADVANCE. SUPPORTING CHECK LISTS
ARE AISO SUPPLIED. )

':90_2';' 540 - obso!elc Prenoui

T Approved For Release 2000/04/18 (bIA RDP90 00708R000200170001 9

PKy'CM@uca kxﬁweihrfam

4 . e - @ P 1

Oy :
MYy INmEOVIIV

<
A8



Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9




Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9

SRl
. C
L NOTIFICATION OF PERSONNEL ACTION . P Y
b lous 10431767 . - . i
=  SIRIAL NUMBER 2. KAKE UAST-HIRST-KIDOLE) .
im ! 53(§iA , AN
: 3 HELMS RICHARD ' . C
e 3. KATURE OF PLRSONNRL ACTION i A [FFECTIVE DATE 3, (ATEGORY OF ENPLOTMENT {
pp W W W r~ !
= T
; REASSIGNMENT 7%12“!(!&2&!)’;:"}%6&8&. L(S(Ol' OTHER LEGAL AUTHORITY i
L Xivwov RN ' : . !
!‘:ﬂ; . FUNDSD o :
* gy gna 8210 1010.0000] \
9. ORGAMIZATIONAL DESIGNATIONS 10, LOCATION OF OFFICIAL STATION '
.1 lpcisoFF 0F .DCY L o
=R N WASH g /D4 iCos :
o
%é 11, POSITION TITE 12, FOSITION KUMBER 18 CAREER SEXYKCE DESIGRATION . ,
.| |DIRECTOR 10001 D o~
"-j’ 14, CLASSIAXATION SCHEDARE (G5, L3, o) 15 OCCU?AW SERIS . 16 GRADE AMD STEP 17, SAALY OR RATE
| P, 0060408 49 A
= AR - -
- _ . ] )
j- E
: v ~
- (\'\ LR T
] . . (ol
= . . : .
O
i | ‘
=4 o
.o )
]
N ob # 4 Copies Prog_# Frequency
N -‘ l '
§ . . .
H 1 T 100E 5 - 11508 P-03B-03. Periodic
B .
= SIGN . .
' ‘pascription ,
= f. '
- : Notification of Personnel Action {Short
; Forms, computer generated) .
Porm 11503 Use Pravious ~ .
Pl 744 MO, P44 Edition Lo . .. o
L , | . o '
- - o o .
\<§V R e ;"-Q"(-‘" e ""ﬁw ¢ v .
i - 188 - .
A —



Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9



| [
Approved For Relea

T

L §

se 2000704

lﬁ'b(‘&ﬂo« Rbpsc; 007 -y

08R000200170001 9

Lo WUl BLD WL LK
ek
. N e

o oe ;-'J. : ..
: S ON DUTY STRCHGTH  + sl RLLES 2 - L
TQAGAMMZATION | CalfD e .- -
qGas T DLrsatatnis T UL IO T0aCICn FULD > TS PR
CEnid [TY™ ':muu T R N N e I n s R e 108 OLPT 4y o) Qe faaf -l K
-

: -Apprdved

ForReleasq

e

s
s
1

;209'0'/0‘;1/18

DESCRIPTIO‘T

do-boTbsrotozotTb00r.e T

'

- priocs

-1 p- 23A
(EACH AGE\‘CY DIRECTORATI_:‘.
IS REPORTED SEPARATELY) 3

AGENCY SULISARY - STAFFING(I)MI



Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9




- 26T -

IR U I VU U TR TR TIRNNN Uees ik SHUNNN SAUNN SUAN SUUNN WOR T N W
~  Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9 f D

OFFICE OF PERSONNEL
COMPUTER PRODUCED REPORTS HANDLED BY SRB
AS OF 22 SEPTEMBER 1970

"PROJECT TITLE ' . PROJECT NAME _ NiIMBER OF REPORTS . .

I REPORTS DISTRIBUTED BUT NOT USED BY SRB:

A. Contract Personnel Accounting . PERCON . 26
B. Credit Union - CREDUNION ' o >
" ¢. Personnel Hospitalization ) PERSHOSP : 2l
D.  Personnel Insurance . PERSINS : 33
E. ‘Personnel Honors, Awards, Merits ’ PERHAM ‘ 2
TOTAL ‘ : 4 93
IT REPORTS DISTRIBUTED AND/OR REFERENCED BY SEB: . PMEND o . 561
IIT TOTAL COMPUTER PRODUCED REPORTS HANDLED BY SRB B 65
IV REPORTS ‘MANUALLY PREPARED BY SRB ] ' 55
Vv TOTAIL COMPUTER AND MANUALLY PREPARED REPORTS _ 709

Approved For Release 2000/04/18 _g_@_§BEI90 -00708R000200170001-9
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‘ Cs_batistical' Reporting Branch .
- Agency Grade Distribution by Office Monthly .
" " " by SD Quarterly e e
) H] 1] 4] Loéa.tion n '
- " Agency Selected Changes (Ceiling & In process) Monthly
Agency on duty strength - "
- Assignment of Support Career Service Personnel Quarterly
— 4 Bi Weekly Ceiling Status Report Bi-weekly
Career Service Grade Authorization : Monthly
.  Career Training Program Separations Quarterly
Civilian & lilitary Departmental on duty
- Strength ' Monthly
Civilian & Military Details Who EOD'd Weekly
- civilian & Military Details Who Separated . "
- Clandestine Service Grade Distribution Monthly
Clandestine Service Gains and Losses "
Clsndestine Service Separations "
- Characteristics of On Duty Professional
' Staff Personnel . Quarterly
- . Combined Civilian & Military Personnel
; Status Report (Over/Under Ceiling) Monthly
Combined Civilian &.Military Personnel
‘ - Status Report ' v
; Credit Union Report of Agency Re-hires "
- C Difference Between Agency On Duty Strength and
Authorized FY 1971 Ceiling oo
| Eyes Only Corbined Civilian & Military .
- Status Repors n
: Fitness Report Ratings Annual
- - Married Couples tmployed in Agency "
= Minority Group Study "
: "..Non-Ceiling Personnel Categories’ Quarterly
: Office of Personnel On Duty Strength Weekly
&2OX1A q Quarterly
Personnel Strength Quarterly atistical ' '
- Review (fbbreviated) - Quarterly
L -~ Photostats (Agency Strength Tables ' Monthly
w Placement Progress Charts Monthly
o Quality Step Increase by SD - Fiscal Year
B - Quality Step Increase by Office ' "
- Quarterly Gains and Losses Monthly
j ‘Recruiter's Codes Unscheduled
= .Report on Federal Women Employees in Higher )
- ; Positions : Annual
‘ S<I-R Reports (Positions & Employees Other '
- than D SD Assigned to DDP Offices Monthly
- SD-S8 Staff Personnel Grade Distribution "
<

- | - 193 - -
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}(" : ' o . : Frequency
- 3RB, contim'led ‘
-] Supergrade Status Changes . - Monthly
= Support Service s Starff Personnel GS-1k and .
: gbove , . .
Security Cancellations & Civilian Accessions .
_i Separations - Factor - Office Am?'ua.l
Separations ~ Office "
i Civilian Seperatiqng ;dFactor - 5D o
= arations - 8D - Grade
- g?@a on Where Separations Are Going from CIA :
|+ Promotions - SD - Grade "
= . promotions - Office - Grade o
- on Duty - SD - Grade "
Civilian Gains & Losses = Office .
,j : Accessions - Office - Grade "
- Accessions - SD - Grade "
On Duty - Office - Grade .
Grade Distribution - Office - FI .
; Promotion Rates - SD - Grade - FY .
' Grade Distribution - SD - FY _
T L S o
: TOTAL REPORTS .55

\
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, Security Information

I Name: Last, Fii‘st - Middle
TO: All C. 1. A. Personnel
FROM: Personnel Director
SUBJECT: PERSONNEL QUALIFICATION QUESTIONNAIRE

1. The Agency is currently revising the system f{or machine coding
employee qualifications, thereby perm'itting more comz:c.ete and accurate
data on all personnel. The new system will aid in implementing Agency
policies on prormotion from within by facilitating the selection of personnel
with desired educasiou and experience tor vacancies which may occur. It

is also expectzd thatthe new system: will provide readily accessible statistics

for planning and management purposes. .

2. The attached guc¢stionnaire is designed to cover zcecuately those
factors in which the Agency is interested. Although the information is, in
a large measure, already retlected in previous forms sutmitted by you,it
ig felt that your time within the organization may enable vou to emphasize
those qualificaticns pertinent to its needs. The questionnaire also serves
%o bring your education and qualifications record up to date.

3. Your cooperation is requested in completing the questionnaire as

thoroughly and accurately as possible and returning it tc ycur Administrative

Officer within the time allotted.

25XTA

- 199 -
SECRET

Security Information
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PERSONNEL QUALIFICATION QUESTIONNAIRE

1. Ser:zal No. | 2. NAME: (laét) . (first) (middle) - 3. Oftice
(no . ntry)
4. Datz of Birth | 5. Sex: male (1) Martial Status 6.CILA Entry Date:
female (2) | Nr.Dependents :

% Citizenship: |8. Acquired By: (1)

Birth (2) Marziage (3)  Naturalization

U.S. (4) Other(specify)
Other Year U.S. citizenship acquired, if not by b.rth

SEC. I. EDUCATION
1. Extent: (circle one)

.graduate

Commercial school

1. Less than high school 4. Two years college, or less 8, Masters degree
2. High school graduate 5. Over two years, no degree 9. Doctors degree
3. Trade, Business or 6. Bachelor degree

7. Post-graduate study

(minimum 8 sem. hrs.)

2. College or University Study:

Name and location of
College or University

Major{Minor

Dates att'd| Yrs Compl | Degree Recd |Sem

From | To | Day [Night | Title ' Date |Hrs

|

S

| C

School

3. Trade, Commercial, and Specialized Training:

ttendance Dates

Trom

Te Tot.mo's

tudy or Specialization

staff, etc.)
School

F-rom

To Tot.mo's

4, Military or Intelligence Training (full time duty as a = udent in specialized
schools such as intelligence, communications, ordnance disposal, command &
Attendance L%z2s

Study or Specialization

L 200 -
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adequately describe your duties. \

CIA Experience: State the specific nature of duties performed with CIA and

"~ CIG, starting with your present position. Take position titles from your of-
ficial personnel papers, if you have personal copiec. Please do not request
your Official Personnel Folder. Include geographic area and subject matter
dealt with, if applicable. Position Title is your classification title such as
Geographer, Intelligence Officer, etc. Duty Titles indicates your organization
position such as - Section Chief, Branch Chief, Administrative Assistant, etc,,
2nd is to be filled in only if different to the Position Title. Approximate dates
(month and vear) are sufficient. Use a continuation sheet, if necessary, to

From To Tot.mos. Description of Duties:

Grade Salary

Office

|Positior

Title:

Duty

Title: Duty Station, i1 overseas:

From To Tot.mos. Description of Duties:

Grade Salary

Uffice

Position

Title:

Duty

Title: Duty Station, if overseas:

From To Tot.mos. Description of Duties:

Grade Salary

Office

Position

Title:

Duty

Title: . Duty Station, if overseas:

From To Tot.mos. Description of Duties:

Grade Saiary

Office

Position

Title:

( ity

| Title: ‘ ‘ Duty Station, if overseas:

i

I . = 201 -
' o o SECRET
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- 2. Other than CIA: (Describe work experience for the last Y
detail to permit specific coding of your qualifications. Include military work

experience, List last position first. )

- From To Tot.mo's Exact Title of your position

" Classification Grade(if in Federal

Service) Salary Description of Duties:

Number and Class of Employees

Supervised:

2= | Employer

Kind of Business or organization

‘(i.e., paper products mfr, public

i utility) Duty Station if overseas:

From To Tot. mo's ; ixact Title of your position
Classification Grade(if in Federal |

Service) Salary | Description of Duties:

Number and Class of Employees

Supervised:

- Employer
- | Kind of Business or organization

(i.e., paper products mfr, public

w | utility) Duty Station if overseas:
From To Tot.mo's Exact Title of your position
~{ | Classification Grade(if in Federal
W | rvice) Salarv : Description of Duties:
Number and Class oi Timployees
| Supervised:

= | Employer

Kind of Business or organizaticn |

(i.e., paper products mfr, public.

utility) Duty Station if overseas:
From To Tot.mo's Exact Title of your position
Classification Grade(if in Fedeml
- Service) Salary !Description of Duties:
. Number and Class of Employees ;
. | Supervised: W
- Employer
_ Kind of Business or organization
i (i.e., paper products mifr, public
- utility) Duty Station if overseas:
o From To Tot.mo's | Exuct Title of your position
aﬂ Classification Grade(if in Federal
Service) Salary Descri~tion of Duties:
- Number and Class of Employees
,-" Supervised:
Employer
- '{ ""ind of Business or organization
- '\ e., paper products mfr, public
u‘.zhty) Duty Station if overseas:
¥ SEGRET
- . Security Information
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£7C. 1. WORK EXPERIENCE (CONT'D) .
; ( ~ .. Special Work Experience: Check any of the following organizatiohs by which
- you may have been employed.
01 U.S. Secret Service K 24 Air Force A-2
- 02 Civil Police , 25 Foreign Economic Admin.
- 03 Military Police . = 26 Counter Intelligence Corps
04 U.S. Border Patrol 27——Irnmigration & Naturalization
f 05 U.S. Narcotics Squad 28 Strategic Services Unit
- 06 FBI 29 Foreign Service, State Dept.
. 07 Criminal Investigation Div. 30 Central Intelligence Group
5 217 Office of Naval Intelligence 317 Armed Forces Security Agency
w ' 227 Office of War Information 32 Coordinator of Information
: 23 Army G-2 337 Office of Facts & Figures
;‘ 20:Office of Strategic Services 34:Board of Economic Warfare
) 35 Federal Communications Comm.
; SEC. III. TOREXIGN LANGUAGES -
' List below the f:eign languages in which you have some competence. Be sure to
include uncom.woa modern languages. Check ( X) your competence and how acquired.
- COMPZITENCE HOW ACQUIRED
( ko ¢
i W se g :'
- K i ~ <
9 212 1.k ' 4] ©
Safs leele | NI
- LANGU.AGE HSRIA L2818 ol fe g el bz &
: S gle 08 HIE g O o Hlg 8]0 BIE~
. LR R R i > 2.8 TS gl »
] 338 nlo w{o %8 o ﬂ%J’Smggm'g
= oGS OfY OB Hla £ © 0 R u:dAto B
- SEA PR R S Z O Zy i S i
[ !
-
| ;
.
- 1
_ 1
. % If you have checked 'Fluent' for a language that has significant difference in spoken
- and written form (e.g., Arabic), explain your competence herein
- ¥*¥Specialized Language Competence: Describe ability to do specialized language work .
. involving vocabularies and terminology in the scientific, engineering, telecommuni-
- ( ations, and military fields. List the language with the type of speciality.
- 203 -
- SECRET .
- Security Information 4
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)C. IV, AREA KNOWLEDGE

1. List below any foreign countries or regions of which you have knowledge
gaincd as a result of residence, travel or study. Study can mean either

academic study,

or study of a foreign country resulting from an intelligence,

military, commercial or professional work assignment.

| Dates of ! Manner in Which Knowledge
Country or Region | Residence, Study ' Was Aquired (check (X) one)
Etc. Residence Travel Study

}
i
i
l

2. Specxahzed Knowledge of Area
List specalized knowledge of foreign country such hs knowledge of terrain,

coasts and harbors,

utilities, railroads, iandustries, political parties, etc.,

gained as u result of study or work assignment. Include name of employer

or organization.

Country | Type of Knowledge

How and When Gained

SEC. V. TYPING AND STENOGRAPHIC SKILLS (PRESENT UTiLIZATION)

Per Cent of WPM (Approximate Prefer Assignment
Skill Time Used |Not Used Proficiency) Using Skill Oftener
Typing L. 2. _ 1. Yes 2. No
Shorthand | 1. 2. 1. Yes 2. No

Bhorthand System: 1.

Manual 2. Machine 3. Speedwriting.

SEC. VI, LICENSES, HOBBIES, SPECIAL QUALIFICATIONS

1. Licenses: List any licenses or certi- 2. Hobbies: List any hobbies such
fication such as teachers, pilot, marine, as sailing, skiing, writing, or
etc. other special qualifications.

SEC. VII.

PROF ZSSIONAL AND ACADEMIC HONORS

List any professional or academic associations or honorary societies in which
you hold membership.

- 20h -
SECRET :

Security Information
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=™, VIII. PUBLICATIONS

1St below the type of writing (non-fiction: professional or scientific articles,
general interest subjects, current events, etc; fiction: novels, short stories,cic. )
of any published materials of which you were author or co-author.

SEC. IX. INVENTIONS

' Describe any devices you have invented as to type of work for which intended

and wheth=r patented.

Patented

I'evice
(1) Yes (2) No
(1) Yes (2) No
(1) Yes (2) No
SEC. X. CIA TESTS
Describz below the type of tests which you have taken in CIA:
Date Taken

Tvpe ot Test

SEC. XI. PHYSITAL HaNDICAPS
List any physical handitups you may have.

SEC. XII, OVERSEAS ASSIGNMENT
Are you willing to accept periodic tour of duty overseas?

(1) 2 year Tour (2) 4 year Tour (3) Not interested

SEC. XIII. WORK ASSIGNMENT
In view of your total experience and education, for what assignment in CIA do

you think you are best qualified?

- 205 - ‘ .
- o SECRET ‘ ;
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FI.' 5. XIV. MILITARY STATUS

Prescnt Draft Status - : .
Have you registered under the Selective Service Act of 19487 Yes No.

If yes, indicate your present draft classification

>

e

2. Present Reserve or National Guard Status
Do you now have Reserve or National Guard Status Yes
If yes, complete the following. - -
1. National Guard
2.7 Air National Guard

3. Active Reserve Status {member of organized unit)

4 - ,

Inactive Reserve Status

Grade ‘ Loocation

Service

Reserve Unit with which currently aftiliated

- Service Mobilization Assignment, .if any

Location of Service Records, if known

SEC. XV. CIA TRAINING '

List the trzining courses or subjects you have taken while in the CIA.

(from) Dates (to) |Hours

Al
-  Course or Subject

SEC. XVI. REMARKS
Use this space to indicate any other qualifications you may have which you do

not describe above.

I "E K : SIGNATURE
~ - 206 - . o
Co SECRET ‘ .
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1. SummAYy: : -
tho procedures nId lcgical and adequiste,
- The provlem of keeplng employee qualifications cerds up to date needs cares
- ful sttentlon to avoid an excossive work load. <he coding of fitness reportd

36 of quostionable valus; €000 aro already codod. ,

,01 Procedurap: In general,

load: The work load is deoreasing, yeb the Division
kasg requested an increase of 2 positlons., It is recoscended tnab the T/G for
the breneh rameln st 7 vositions. It $s possible that the brench chief and

the prirncipal assistent are under-graded. _

.02’ Staff and Work

2. TFonstlons:

39
—‘——-" -y ~m—~—t——1
.

3 Ths Chief, Qualificatlions Aralyeois Bronch, wnder tke gensrcl gupsrvicion
¢’ of tre Chief, Tersonrnsl Asslgnuent Division, shall:
. O{LM:% ’5 ,LJA‘/’ —
.01 Recoive, fnalyse, rouie ond deteruine diepositicn of epplicent

files. rd

.02 Code crloyes/and consultant quelifications and mainta
(ZjV qualifications regleters.
)
( s

L et
.

in currend

.03 Dotsrmine exiterie for end code those avrolicant Files consldeved
3

of potential velue to the Agency.

.0y Provide, woon request,
f£ic qualifications.
‘ .05 ‘Provide codirzg gorvicas within the 1inits of svallalle personncl,
X 4o the Office cf FPorsonnel. onip mast te checked as Lo accurucy and Jjustie
Fieation.)

s

, .06 Couy renuirements from Forus 52
wents cards for exteraal recrultment..

RXX

3. General Procodures?

.07 Codo Fitnoss Reporis. (1s tkhere any need 1o do tkis?)

.01 FRouting of Avrlicant Files:

5. This Jjob 1s dore by the branch chlef.

%. Applications and yolated papers go to the Arplicant File Sec—

43en, Zecords exd Services Dlvialon. Yeunlly, the AFS ¥aité until 1t re-

(:j ceives an intorview revort, azylication end porzouasl anlstory statenent end
. - ) . ! - “

~ | _ A g 3= TR

- 208 - '

‘ . . r‘ . ‘\ . ' ".. -
' : (e - SECRET,
G ECRET,

L

QELinn Ob eEdeirArT

neva <

\ : .
A ~Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9

1ists of employces or appllcinis wilth specie

to preopare and‘diaseminnté rogquire-

Ay

i



/o ‘ : SECREL

/’ .. " -
-/« " Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9
- -~ tron sends tre ryackoge to (ualifications Analysis Branch., Zxzecantlons are:
' {1) 4f an intervicw report eays *please shoy without orplicatica®, &t vill
(j; te gent to R4%; (2) an ingquiry or form 57 (Foderal Govornment Avplicotion for
- Eoployment) will to routed to QAB for decluion wvhether to reguest proper

forna or wrije o otter of rejection. : TN

gy
3
5

w

- . ¢. The Chief, QA3 rersonnlly checks the date end decldes (o wlca

eech File srould be sent, This gives Lin considersdle resronuibility. it

ig possible for hinm to negate the efforts of tre recruiter, tenworarilys

Ee may route the file to en orerativyg official or t0 & viacement officer or

he mey send ths cese to the Corresyondence Branch to writs a rejsct lotier

or to rogquest any micsing forms. As sinted asbove, he will roceive intervisw

=1 rerovts withous en arplication or rLE 1 the recrulter marks it for imwcdlote

- ' attention, IP advienble, ho will thon send an interview report to an operating

offieinl or ylacement officor. Fowever, many officiels will net exonmine a

- f£4lo until the interviow rezort, evplicntisn 2nd FHES are ell present. Xovo

- that the declsion to shop an inlerview rerort aloae is still zade by the QA3
chiof btut thnt the raciuiterts reguess assures hls careful considoratlon,

; If the recralter includes inforzation s to where in the Agency ke recommends
= the ecese be shopred, it will assiet the GAB chief (exnxple: If the ore plec
: named by the recruiter has Just infoimed OAZ they kave no moro recrultment
plans; tben shopring a revert there is no lorger advisabvlel.

_ d. A & chect on 21l his acticns, emch recruiter may ask, on bis
a next visis to Lezdguarters (2 to 5 months arart), vhat dispcsition vas uade
F of & file. 7This perzits tre recruitor, eventuslly, to see troi lis ca558
- (:: ced full consideraticn, It nleo kelps eduente both the 743 cihief and the rée
: s crulter of current Agency needs and the procesdures for precessing arplications,.

- . ©. If en nuylication is to be rsjectad, the C4B chiaf Accides
whetler or not the applicants? gualifieations are such that ke moy Ye wvented
later. If ne deciden they are, the File is coded os explainsd in scclilon
.02 beleow. %he Tile folder is then etanped "eoded®, If subseguent inforoe=

' . tion 45 roceived wrich meates the erplicant incligivle for consideratien, the
; code card iz cestroyed and the *coded™ stamp on the file is crossod off. Un=-
Ei ccded files are destroyed by A¥S nfter two yenrs. Coded files ers reicined.
’ f. Ko record of files or routinges ig kept by the CAB. This is done
; by AFS through wiich the £ile is routed 80 & cherge-cut record can be moads.
- _
' ,Xf:  Ze Comnents:
- 1/ 7his Job, by ite naturc 2 bettleneck, regulres soceone vho

can vork rayidly and oeke sound dsclsicns. Uhe incusdent, B i 25X1A
& Fformey rocrulber frem the depsrtieantal branch of Perconnol Frocurstent Di-
- yision, Zfperisrce nach ns ¢an be gainsd thore seems essentinl for this Joba
: 34 &5 likely that the Dresdth of experience would be lecking 1f this podition
vore filled by tre ranking code clerc of ths brench. Che main éifficuliy to

: f£illirg a OAB chief or deyuty positien by foruer reerulters is thet the vosi-
- _ tiom of ehiesf iz zrade 05 11 and roet enccesslul recruiters (outside tre .
y Clzrics) Teeyuwlitmony Traach) arc suove thnb grade.

' . " S = 209 - o
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- : '2f As the Job denmandd ection each day, 81 psslstont should
te svaileble te tele over in thz sboosnce of the vranch cidef. ko Job S56mEe -]
to be the tyve that must e done ecch day for nfequato current lmowledse,
tperefora, the cosistant should share the vork with the chief. ‘

' 3/ Ferhars the ipplicant File Section is sufficiently clone

-
g0 the 742 For effoctive oparations (n the bosis of tuhe survey of only ihe
i 0£B, it recms advisable vo atbneh AYS to OAB, Shis might cut down on tLe
=g time row taken to route all files vian AFS. Kowever, this specific prodlenm
could be solvaed by gending e carhon copy of the rguta s1ip to A¥S end sending

the file directly 1o the addressce. , .

.02 Codipg Applicrnt end Tunlorce noslifications:

. 8, Furpose and vathod: The qualificaticns of ayrplicants and e
ployoes ere postod in rurerical cods to foria- 37-150 Znployee Cunlification
Code Sheet. Therse aro sont o the lechine Tecords Tivicion end thrco I
cords ore puncied Jrom each sheet. These cords are used o 1ist reglsterxrc
of veople wlth certain qualificatliens and for mochine-searering and lis%ing
people with epecial gquelifleniions. Trey have conilnuing usc in leeating
needed applicemnts and enployees and arc an friportent rotentianl scurcs cf ii=
formstion for rapid expansion of the Agency (wer pleaning).

. b, Yhat Anvlicant Files Should ts Cededs This decision is made,
= oy eoch cnse, by the JAD chlef. 1if subccguent ipforontion on & coded €256
"_ <:: is developed, ho nny csnesl the ccda record. Ceded files are steapad reoded”
ond ere reiained indefinitely by Applicant Files Section. Uncoded files ore
N destroyed affter two years,

?he QAN chief was esksd whni criterin were gsed in deciding wideh

b spplicant Tiles ehould e coded., Ee replied thet he sinply uses nis owun
i . R » - .
- X sudgrment tub that ke plans to discusa this with Divislon Chlefl

. and Fo develop criteria with hiu, ~ 25X1A

c. Codinp Emmloyee Files: All staff enployee files aro to Yo codad.
All new engployess ar2 coded carrontly and old ewrloyesn are nearly all coded.
Thelr status, ty groups, follows:

i
a1

1/ Yesdqunrbers aund U. §. Fiold: £11 tut 870 are coded. OF
these, Security Cifice smnloyces are & ssecial group of some 200, f7he quali-
: fientiorns guestionmeire fex Vheso employees Wi conpleted according to re-
- guirenents oxcort trat a code runler was given inztosd of tho eadloyce namd.
. Tris made it impessible to locote and oxtmlne a file for thece e.ployces
X witnout first roquesiing the tous nome from the Security Gffice, thus in .
’ ffeet obiaining rermission frow 5.0, beforae checxklng & £ile on any employee

(™

aszigned thera, Ske former branch cnter, NI cccided thet such in- 25X1A
formrhicn without true nenes wal not worth ccéing end ihe guasiionnaires nave,

‘grarofore, never Peon coled. C(midune 1. 1953, a represeatative of the 5.C.

3 n -g
[ ] L e § - . - o
. enanc to JAB to review the status o3 colding f tieir employees ond atated he

oA [ 3% n LI QO L . 1, . .. - N
S Lo tha oglfer, 3,0, they bTon tme nORAS e surmlied. Ui

- Pt e B T B 4 M S
b LnAs nreLLens Lo Rsd givisicn

*
. D e -
el ehiel reld
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. 2 Steff Asents are coded by the Contract Fersonnel Divislon,

3/ Cversans omployees ars given questiocnuires upon their re- -

turn to hoadguerters. Dhelr Qualifications arc then coded end inclucded with
other employees. 7This meene that wost employess who are al precont ovorsens

will not bo included in maching yunc wntil they return from tholr sssignueals

&, Source Jecord end Informaticn Coded: Current employees Love
corpleted and new enployecs conploto, during thoelr »0D indoctrinstion, qualli-
fications guestionnalres, The inforzatlon is coded and posied -fron theco
quostionnaires to form 37-150, Zmployee {ualification Code Srcet., Yoo per-
sonal history statement ism tolng revised at tho present tine {*ir. toutegus
of Plens Stoff has the sssignnent). ihe new form is being desigrned to peralt
coding qualificatlions dilreetly from it, thus eliminating the qualificrtions

guestionxalre. The following information is odtained {28 of 1 June 1955).

%
L4 Ky

Serisl mnber

Hama

Date coded
Qifice

date of birth
15 4

E.0.D, date
citizencship

extent of education {1 code nuwxber)
bachelor degrce
- pajor
- Collegs
Masters dagres .
- wajor
- college
doctorts dagree
- najor
- ¢college
- uinor :
"yenr hizgbkest degree recelved
.ot other
Bchool _
CIA worlz experience (current positicn and two othors)
speciel work experlonce :
steno ‘ v
license o
botbics, svorts, ote.
rhysical handlcaps
overceas status: intertion and ability to go ¢f5
grade
militery siatus
eivilian and military cxreriencze {mrimary, and sypace for L
otrers) : '
foreisn lansunses (zyoece for 5)
area knowledge (space for 95)

-l

»
[
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¢ce Keeving Ioploves suatificationa Un~te~Tote: Lo oxpluired In
tko next section of this repori, there arc carés for gore M - 25X9
yloyces. To Yo useful, thoce cords must be kept up to dete. Feriodicslly,
thereforo, odditicral cuployee exnjerience rnd troining oust Ta coled on
included in tke panch cards. This con te donz by uce of tho qualifieal
questionnaire, or rerhaps by returnirg the orlpinel T1S or gquelificotions
queeticnnalre exd requesting tihat onliy ediltional dnformetion be entered on
a nev qucstloonralre. ibLus, enly thoce enployess having portinent &daiilional
quelificrtlons would Leve 1o Le recoded and hove carde reluncheds

63e854

. The 241 chief interds to deteruine, with the éivislen chief,
how ofter guslificatiens siould Ye vreught un to dnte. , 20 far emphnsls Los
reor placed en setiling up cPrds for all esployeee, Frocedures for keoping

the cards up to dete arc not yet written.

The sbove Lotk would probobly effect a ecrall percentogs of the
total enployeces eech yeriod of revisien. It will bs seen, houever, that ths
cords are detisred to show current CIA worz experience, or smsignmeni, end
grade. These Cala will change esch Tovision pericd fer tie great najorivy
of ewrleoyces ond will represent & gubuteniizl continuing work load if they
rmst te ccded end hend-punched into the cords. The OAB chief telieves it 1
rot yossivtle to transfer these data from other IDM cards (eoployee stotus
card or payroll card) sutountically. '

It is recormerded that this rossidility sheuld be stadded
tnorcushly. Hith edeawmaie csrd design it sheuld te rossitle to collnte cone
version code eards into one of the exisiling seis of eards contalninz grade.
and euvrent asslgnnent and eutonstlcally punca the reviced informztion into
the quelificatlons crris,. B lo-os to study this provlen, 25X1A

.03 Prensrntien arcd Use oF fualificetions Yepisters:

L.

a. Yachine Tuns Fequested: Placeuent officers end operating offi-
.einle frequently request “mackine 5% of all employecs with specific quall-
fications. Cualificrtions mest frsquently requested ore area knowlelgs,

“lengunge knewledge (with degree of proficleoncy stoted) and present grode.

Yeny edditlionsl items of inforzation ars regusnted. Che taslc procedure is

| ]

ca »

e O pa

ot

~
o
<

»

to mochine-select the carls of employecs with tho m»zin qualifications re-
personnel folders ere tlen obtained for tha empleyees on the list (or "run”®)
thoy are nat quelifisd} is sken prepared and guont, togsther with tha official
& requester of the maciine run.
B, Cusliflesticna Desdstervs: It is zore practicat o run

S,

or cualifications reglsters, ere run spch wmonth ond over 90% of rochirne run
- 212 -

guired and meehlne-liet tholr zares ond coded qualificetions, Ths offlecial
and each folder ls cxemined to sos 1f the enployee hes other needed or Ce-
sived qualificatlorns. A reducsd list (elininnting those wicse follers reveal
perscenel folders, to the
{\( o . --‘T.:' el .".. e
lo %
advonce 2 serles of liste of ernployoes by bnsic qualiflcntions and to €
treso liste menunlly when a peckinre run request is recsived, Sixteen 1
requenys are fllled by searching tihe resisters,  Tke title "nacnlrpe run® is
. . -5_
_.Approved For Release 2900/04/18 : CIA-RDP90-00708R000200170001-9
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cotunlly used 1o etrlJ to any llat preyered in O 1AE, whether actuslly by &

vaczirc liztinz or by typing o liet cbimired fryom genrching throuzh o rocl tex.
Yost sctunl rachkine runs ars liazlted to roquesis for curloyees witl sach

ral gu=2ificnticas tasit the 1iss will te very lerge. In sach czset &

gene
macninc~grc;?rcd list can te o“thncd fastor then a meawally-prepared ono.,

<

“he thr -z eords par empleyec dﬁ*criuua atove fre exzcnded into
en eversce of 7 by weiwvduclry the snug ant a intec different card ficlds,
The resuly is a set of — cozds for about B »loces. dhis shoald  25X9
te exacined. It was dlzcussed witkh _an& ke confirme the opiulen 25X1A

of tre writex that it ia usuzlly Zossidble 1o cesign the cards end wire the
pochinos go whet the basic cnrds will serve withoud tho expausion froa 3 to

7 cards

Lo Ceding Titness Tevorie:d Inforuation in cumpleyee fltnese reporis

S

not knewn to tlhe JAE,.

It 1s ceubtful wrether effective uscs cen be found. A wanual ex-
eninetion will show many fitness reports are intoerrally inconsistent.

05 Praovaerstiorn of Deoulrements Crrds
. . \ .
2. fource Docwnent: Pequests For new personnel are sent to tu

QAB vie Pesitien Inventory Centyol in Lecordés and Services -ivis*cu can

forns 52, acgwest for Fersoanel Actlion.

¢ Zhe form 1s routed to the eppli-
v the necd can be filled fron
unlified exployecen In the process.
acoment oificer giecks on tre
i
™

b. Routed to a Flrceasnt Office
enblo placement cfficor. e decides wh tn
within, end may recuost 2 machkins Tan Q
If it cennot te filled from wlthing tLa }1

01 it o
o

H. w

4,

on, rszisns the prierity {urgent,
52 %0 OAB for Ilnitiation of cut=-

X
b
2

e

a
agcuracy of fhe valificaetiong doscrd
e

[y
regular or oprortunity) end refuras the I

“gsido yecrultuent,

c. Touted to Ferscnnel Procurcrent Divisiens Tke form is then
youted 6 the Chief, frceinlizad tecruiiment Yronch, 2FD. Fe crechs 1¢ for
“adegquacy from the rec Aib‘“‘“ roint of view, recomiznding expanslon or clari-

fieantlorn when necesinry.

"hic also glves bim sdvance notice of cnrds vhich ke wllil re-
colve stout b weeks lrnter {sce comments velew). OF those types of pesitionz
viich ore most SLfficult to fill, Le cen thus send edvence notlce tc bis ro-
crulters vie bis weekly newsletter.

d., Cards sre Prenrred rnd Distryibuted: Tke forms are accurmlated

and abtout every three veoxs they are copled witzouwd c;:ng nto & Duglimat
raster snd sent 0 Printirg nand Tweereducticn for pre nt;cn. by ymltilith,
of 60 cards for cach recrultnent request (’orm 52). -
rd
v -
i L
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Yoch mosler Lns spoce for ® crards. A trecisl expll-iyle tYpo-
<:; writer ie wseds Tho cards are =x5 inches #nd are wsunlly filled with in~
forantion. Sone 5 to 1¢% ¢f the crses tolie 2 or 2 cards end in ko grent
majority of thege cascs &n increfee of eord-size from Jx5 to Lx6 would net
be suificicnt to elinminate tro second card. '

fha ropreduction talies from 3 to 9 doys; the everazo 1is 5.
. ~ Coples of tie cards are digtrituted to the placement officers,
the division chief, the divislen ond brerca chiefs in Iérsonnel Frocurement
Divisicn end to ecech recruliment cfficer,

Previously, the qualification deseriptions were cdited by QAB
tas the Derconnel Precureinent Divisicr has reguested thet they be corpled
witheut chrnge, fGhe recrelter finds tke cporatorts description of needed
gqualificaticns to vs of grenter uge thon the rewritten éescripiion. ‘

‘0. Concellation ef Crrds: ZIach cerd hns & serinl nunter, Holders
of czyds ere notified of cancellations on a 3x5 cord morised reoancelled® exd
listing the epplicsble sorial numbers.

Getting promph rotlce of cancellatlons ia reporied to ke dif-
. fieult. &re information 3s recelved from placement gfficers who teen L0 con~
- sider this & cuty of lesser luportence. Crvicnsly, effective recruitment
production csn be echieved orly by kxeeping tho regqulrencnts accurate and cbo-
(:: cellations tinsly.

About b tines & yenr, ae & check, & list of the gurial nurters
of all current c»rds ies cont oul. ; '

’A( l/ %ino traken 40 mrernnra gnrdst Uole the nverage tine fron
“receipt of the Jom 52 to distrikation is 4 weeks. AS the averepge nunter
of new cnrds Ter month is only 18, tris operetion tekes only rard of tre tice

AL
of orp clert. The OB was under the impressicn thnt = time of & weckhs wms
§oenn,

accentoble Lecnuso no cbiecticns had heen recelived. fut reerultiment efiorte

{ crert when cnrds are received by reerulters and in-wrecess tire should, [Pe-pRe T
- 25X1A - fore, be lerht t0 a ninlrum. B, Divicion Chlsf, wos cdvissd to

jnstrict tho brosch to tyre cards ond eend then so Frinting ond Feeroluctlon
overy wook, imstesd of every thres weeks. I s Suied

.J Frinting and reproduction if tie work cmn be srceled by having it denc in
1 Tuilding insterd of in the tain rlant in B e resulis of the
‘ reguest will be mode known to tro division ond bronch chlefs. It iz esti~-
;J cated these chenzes will cut the l-week tino intervel o0 1% to 2 wocks.
2/ Use 6 Strnderd Cords: For certain Jjobs, standard re
guirenents cards hoave evolved snd new renussts sinosly refer 10 the serinl
- pusber azsisnsd to the stendard card. Ixanples: Junlor Cifleer Croalnees,
soglonnirs, Commo technlclens, typises, lany more stendard cards could be
! <:‘ develorcd Tut the low voluma of 21l cards makea tkis o minor rrovlen.
i . . ) o~ . :.L.
LY -. . -7—
o s . ' . . - -
- A ' SECRET
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-3[- tenulreronts Cards nnd Classificntion Job vecerinticns:
where cards khave proven to be effcctive descrintions Tor recrultlient pur-
yoses, it is doubiful if n job deseription for closcifienation parposce can
do better then coxy tho information iato tro gecbion oi qualifications yo-
quired, GAB 1s unavare of ony tic-in on this tubject with the Classification

end wage Divielon. "

it is varticularly illwainating that recruiters found nmost
guelificstion descripticns prepared by the operatore to te of grocter use
tren descrivtions revised or edited by QAB. 28 reported in tke memorondum
on the turvey of tie Yersoznel Frocuranent Division, thé deseriptions of
necassnry qualifications which are contoined in CaW- Job descripticns are
of very little use for recrultzment purposes. Ykesn the recraitment chiel
was pressed for a reason, he rarorted the C&W descriptions wera vnrealistic.
It would arpesy that ons statsment of the qualificetione needed for a Scb
should be sufficlient. ) i

L/ Telntions with Positien Imventory Cvous: When it s krown
that a Jeb will teocome veacsnt in the future, recruitoent should teglin 2t
once. In such crues Yosltion Inventory can cnly rezort there is 1o currert
vacspey. Alse, vhon en expansion iz eontenylated, recruliment efforts srowdd
be initisted. 4pnim, Fositlon Inventory could cnly report "no currend
vaconey®. It is deubtful I forms 52 for such ec=mses should te routed throuch
PI to OAB, 9his can be choecked further when PI is surveyed.

when & forn 52 is made out to £ill & vecaney, ROWEVEXr,
it should contain the necessary infornation to permit chpncelletion of tie

requirenent card ("concels veq. cavd ¥376", for exnaple). Such zctlen would

assist OAB to concel cards more rapidly. It wes reconzexded’ to NG 25X1A

that this possibllity Te explored.

06 FPrersration of Arenrcy Veeorney Tevort: Once each honth Q4B nokes
up & list of slot rumbers cf vreant positions above grade 5 by checlzing the
Jeurrent reqaircuents cards, This list is divided by ~rens and sont to the
gecrotaries of the ylecement officers. Thoy add to the list ony vaconcles
in tho procoss of being filled fron within the Azorcy #nd then prevare the
Vacengy Teporie It ig dittoed. It lists, by organizational uwnit, ths Job

title, grede or grods rongs, slot runbey, FPEOT if cutside recrnltment
activity is in vrocess or "FUD" if they ave trying to fill the Job fyom
within 2nd a skor: statement of the qualliflicatlons required. Thic ststement
avereges 1/% to 3/b the size of the gqualiricatlions card., Note this is the
third stesement of required Job gualifications to b found in the (ffica of
Peysonnel. %he revort dated & April 1955 liusted 253 positions ond consisted

of 39 poges, &x10: inches.

Note this 1ist is all tho recruitment cards mirms the cards for
future vacancies (net a present vacarcy) plus the vecancles being £illed from
within., It does rot include vocencies whkich sre not to e filled.

-

~'
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Coples of the Vaceney Teport go to DfFers,, Chief FAD, Chief I
Chief CWD, brench chiezb'of IFD mod oll plrcement officors,

FLy
Comment: This ic a report fron yrersonnel office to its cwn menblers

listing its current work., Ths uwees made of the reyort Lave not been checwod . o

outside GAB. Wwithin QAB the only wso da to coant the vecancies by orginlzz-

tional unit and cend the count to I i: the statictics unit of liccords 25X1A
and Servicos ﬁivl ion,

Q. Staff mond %orc Teoads o R

.Ol ..u&f“i!“"

Pogition Grede  On Frnd  Peswested  PegomnenCed
By, Chiefl 11 1 1 1
Pvinci:al assistant b A b 1
Qualificetions anslysts 7 & 5 &

{coce clerks) ' )

Gual, annlyst traincs 5 kA 3 0
Porsonnel Cleris & % o 0
Clork typist o5 o iN x

Totals 8 9 7 .

+02 Yoriz Lond Analveia:

As discussed in pert 2, Genreral rrocedurcs,
ered nocessary for (ke boittleneck operetion

£ epplicent files. It iz recoonenicd thnt

on reanalyzo the gredes essligned to tiece Jobs,

&, Chief pnd Asnsi
g ctief and ﬁrsinttnu ars cc
tin
is

'-gr-

of receint, review znd rou
Clessificaticn and vVezo Div

Tre gzglstont will often hsave $ime to asslet in tke roviow ¢f

fixes selected by e machine run.

. Y¥ote in secileon 1 that 41 is recommended thesgs rositicns should.
not be filled by promotion from within {23,

. Coce Clevizz: Thers hes deen ne overtline in the lzst slx wonths.
The duties of iks c¢ode clerks ~re to: code empleyee qaalific tions, erpli-
cont quelificnticons ond filiness rencrisc and to rake mackine runs, assist
(if neccessary) Avpilicent Files Section to prll trhe £iles of seleccted appli-
crots and eunleoyees and review and naslyne these filos,

L]

1

v tke lzst 6 neonths, a meathly sversge of 1728 emp cyees!

“qualifications have been coded, Thie Job for incumbents is virtually ceome-
pleted. ¢AB rernorty this Job sversges 20 nlnates per emklo*c " 1f an wverage

of 18 rer éey it used (% per hour for € heurs), in & 22,5 wor s dry month one
ccier can process 05 personzl histery susnteosnts, (ne huandred thirty elght

-9-
s
CRE
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‘ .. yor menth would tale 0.3L coders. Decisions hove not been made ¢n the pro-
; éX cedure t0 uce to keep these cards up to dete. I the rscord is brousht up
w 25X9 4o grte i'or_c-mlc*fco.» per year eand if tLa vork teles 3 &s leng (10
minutca) this would take 0.€2 coders. . :
- Iin she last O monthu, a wnthl evorege of €5 epplicznts?
g_uplificuions orve been coded., Yow that most 21l employeest qualiflcations
- have been coded, tre coding of applicants?! gualificntions will probebly.be
f- incronsed, FPD estimates 190 ECD!s Fer month for 1955 (this is prodably
bich, as reported in detail in tho renort on the PED suevey). M40 repords
. a coder can ccde on evercge of 30 arplicetions par doy. %his is €75 perw
— month, A ralf a clerk could do 240, which may be & libderal csthate of
- future requirenents.
25X9 |
_fit“c% rerortes have beer colded in the
- last oix wontks, or trose for ztout NN c-ployces. Tole ehould
be in excess of neels for an adoquate snalysis of a reyort krown to bts experi-
: mentels QAF rerorts coling fitness reports eversges 5 minutes yor report.
- 29X9 ,
25X9 An evernge of R cr conth for the lest six wonths hag thus tolen the time
; of 0,62 cotere. Zkics time should be eaved in the fuinre, until & rew flitress
i repert is designed end the wse of Iky cards for Lts anrlysis c¢con te found
practienble. (& monvel annlysis of the current fitnecs reports will chow
, frem to Te internally Inconsistent and, therefore, any statistilcal ennlyies
. of them ore suspect.) :
- - . .
» (; _ Gualifications exalyses by wochire runc and reviews of files
bave the following everegges for the lest six monihs:
"' . . “ .
sung filss exomined files yeferrcd
-J . enployeesn 18 508 116
aypliczuts 9.5 50C 120
! 275 3008 236
- Durlrg this period the volune has remained quite steady. ¥ith the expected
roluctien in fitness rerort collrg, thercfors, 1t wourlld eppecr that the
J‘ - present sinff sliculd Ve able to do this vorl,
-
‘ S cciers
Summavy reguired
-
25X9 Coding now employcos, 1/3 of volume for lesi six monihs
. Rocoding enpleyees/yenr
- 25X9 Coding wrlicatlons rer month
Coders mvellzdle for quuli’ic tionﬂ analyses
Pres«.nu sinff
-
X Tour codors aro, tm:s::"o:'e, considered 1lbveral for known fufure werk load.
- ( «l0=
) . _' R N ﬁ_r“ “.’_ :'._ - \'l-. LR
J S . SECRET
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¢. Clork=Typlst: The grede feour position hoes teen used for tyying
end n coder has bveen used for typing requironents cnrds. It is recornended
thnt the positicn be estnblishicd as clerk typlst end thot this pereon tyre
trhe cards, too. It would te well to recrult a yerson for thiag Jodb a5 &
potentisl coder, ’ .

d. Codo Clerk Trrince: In a unit this saell, it is raconnendod-
that the 7/0 be estrbliched for coders ond that when a trainece isruse? bl
ceeupy & coder resition al o prace 5, Werk: lesd dnta do not Justify tle
extra pesitlion. . .

7

11- . e
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- LANGUAGE DATA SHEET
< FORM NO. Ulle
. (L LANGUAGE DATA RECORD
- ‘ . /Each individual will prepare at lcast ONE Language Data Record]
- -
: GENERAL
- 25X1A
i 1. Notice I :-:: forth the objectives and purposes of the Language
Development Program. Regulation | 214 other issuances in this 25X 1 A

series provide further details governing participation in the Program.
: This Language Data Record is the instrument by which the Organization
- " paintains its register of language qualifications and affords persons who
now possess proficiency in a foreign language the opportunity to partici-
pate in the program.

INSTRUCTIONS

- 1. All persons who possess proficiency in any foreign language will complete
ONE form for EACH language. ‘

e 2. All persons who do NOT have proficiency in any foreign language will so

- indicate by checking item 5 of Part I and completing the certification in
Part IV.

ﬁ C 3. Your certification on this form constitutes your application for a
"Maintenance Award." You will be eligible for an award 12 months from the

,,,,, 'date_ you complete the form provided that you meet the reguirements which

= 29X1A are set forth in Regulation |l i other issuances in the same series.

PART I GENERAL
- Ttems 1 through § Self Explanatory.
: PART II LANGUAGE ELEMENTS
-

Circle ONE and ONLY ONE number opposite the statement in EACH section of
Part II which in your opinion most nearly applies to your command of that

- language element.

PART IIT EXPERIENCE AS TRANSIATOR OR INTERPRETER

.- Circle ONE and ONLY ONE number opposite the statement which describes your
experience as a translator or 'interpreter.

- PART IV CERTIFICATION

Sign and date the certification.

DETACH INSTRUCTION SHEET AND FORWARD COMPLETED FORM(S) TO YOUR ADMINIS-
TRATIVE OFFICER.

. . .
- 220 - :
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n Filled In)

(1-6)

LANGUAGE DATA RECORD

PART (—GEHERAL

1. NAME (Last-First-Middle) (7-24) 2, DATE OF BIRTH {25-30)
MONTH DAY YEAR
3. LANGUAGE (31-33) 4. TODAY'S DATE (34~ 39) ‘5
MONTH DAy YEAR
t HAVE NO PROFICIENCY
IN ANY FOREIGN LANGUAGE
PART | 1=LANGUAGE ELEMERTS
SECTION A.. Reading (40)
| CAN READ TEXTS OF ANY DIFFICULTYl. OF A GENERAL NATURE OR IN FIELDS | AM FAMILIAR WITH, USING THE DICTIONARY
1+ ONLY RARELY.
5. | CAN READ TEXTS OF MOST GRADES OF DIFFICULTY, OF A GENERAL NATURE OR IN FIELDS 1 AM FAMILIAR WITH, USING THE
DICTIONARY OCCASIONALLY. ‘
3 | CAN READ TEXTS OF AVERAGE DIFFICULTY (newspapers, reference materials, etc.), USING THE DICTIONARY
“* 'FREQUENTLY.
4. | CAM READ SIMPLE TEXTS., SUCH. AS S[TREET SIGNS, MEWSPAPER HEADLINES, ETC., USING THE DICTIONARY FREQUENTLY.
5. | HAVE NO READING ABILITY IN THE LANGUAGE.
§._.10H B. Writing (41)
| CAN WRITE PERSONAL LETTERS AND $IMILAR MATERIAL WiTH COMPLETE SUCCESS WITHOUT USING THE DICTIONARY. 1 CAR
1. WRITE FACTUAL NARRATIVE AND EXPOS|TORY MATERIAL WITH REASONABLE CLARITY, WITH VERY FEW GRAMMATICAL ERRORS. IN
NATIVE STYLE, USING THE DICTIONARY ONLY RARELY.
| CAN WRITE PERSONAL LETTERS AND $IMILAR SIMPLE MATER{IAL WITH COMPLETE SUCCESS, USING THE DICTIONARY ONLY
2. RARELY. | CAN WRITE FACTUAL NARRATIVE AND EXPOSITORY MATERIAL WITH REASONABLE CLARITY, WITH FEW GRAMMATICAL
ERRORS. BUT IN A STYLE WHICH MAY NOT BE NATIVE, USING THE DICTIONARY OCCASIONALLY.
| CAN WRITE PERSONAL LETTERS AND SIMILAR SIMPLE MATERIAL, WITH REASONABLE SUCCESS IN CONVEYING MY MEANING,
3. BUT WITH OCCASIONAL MINOR GRAMMATICAL ERRORS AND IN OBVIOUSLY FOREIGN, AWKWARD STYLE, USING THE DICTIONARY
OCCASIONALLY.
4. | CAN WRITE PERSONAL LETTERS AND LIMILAR SIMPLE MATERIAL, WITH REASONABLE SUCCESS IN CONVEYING MY HMEANING,
BUT WiTH MANY GRAMMATICAL ERRORS AND IN A VERY FOREIGN, AWKWARD STYLE, USING THE DICTIONARY FREQUENTLY.
5. | CANNOT WRITE IN THE LANGUAGE.
SECTION C. Pronunciation (42)
1. MY PRONUNCIATION 1S NATIVE,
2. WHILE NATIVES CAN DETECT AN ACCENY IN MY PRONUNCIATION THEY HAVE NO DIFFICULTY UNDERSTANDING ME.
3. MY PRONUNCIATION IS OBVIDUSLY FOREIGN., BUT ONLY RARELY CAUSES DIFFICULTY FOR NATIVES TO UNDERSTAND.
( MY PRONUNCIATION 1S OCCASIONALLY PIFFICULT FOR NATIVES TO UNDERSTAND.

5. 1 HAVE NO SKILL IN PRONUNCIATION.

CONTINUE ON REVERSE SIDE

FORM NO. [I[l1]
| rep g, WHUC

SECRET . 221 -
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SECTIOA D. Speaking (43)

Il | SPEAK FLUENTLY AND ACCURATELY IN|ALL PRACTICAL AND SOCIAL SITUATIONS: | CONVERSE FREELY AND IDIOMATICALLY
- IN ALL FIELDS WITH WHICH | AM FAMIL AR,

| ,. ! SPEAK FLUENTLY AND AGCURATELY IN|NEARLY ALL PRACTICAL AND SOGIAL SITUATIONS: | CAN CONVERSE IN MOST FIELOS
mj WiTH WHICH | AM FAMILIAR AND | EMPUQY SOME POPULAR SAYINGS, LITERARY QUOTATIONS, AND COMMON PROVERBS.

[
3. 1 GETALONG QUITE WELL IN SITUATIONS|OF DAILY LIFE AND TRAVEL AND CAN CONDUCT ROUTINE BUSINESS IN PARTICULAR FIELDS.
-i* 4. | MANAGE TO GET ALONG IN THE MOST COMMON SITUATIONS OF DAILY LIFE AND TRAVEL.

B 5. | HAVE NO ABILITY TO USE' THE LANGUAGE IN ANY OF THE ABOVE RESPECTS.
= ‘

W G SECTION E. Understanding (44)

! .. | UNDERSTAND NON-TECHNICAL CONVERSATION ON ALL SUBJECTS. B80TH FACE-TO- FACE AND ON THE TELEPHONE: | UNDERSTAND
- NEARLY EVERYTHING | HEAR ON THE RADIO AND AT THE MOVIES, PLAYS, AND LECTURES.

’ | UNDERSTAND NON- TECHN{CAL CONVER$ATION ON NEARLY ALL SUBJECTS, BOTH FACE*TO-FACE AND ON THE TELEPHONE! |

| 2. UNDERSTAND MOST OF WHAT | WEAR ON |THE RADIO AND AT THE MOVIES, PLAYS, AND LECTURES. INCLUDING MOST JOKES AND
- PUNS. .

3 4. | UNDERSTAND NEARLY ALL CONVERSAT|ON ON TOPICS OF DAILY LIFE AND TRAVEL, BOTH FACE-TO-FACE AND ON THE TELE-

i " BHONE: | UNDERSTAND MUCH OF WHAT | HEAR ON THE RADIO, AND AT THE MOVIES, PLAYS, AND LECTURES.
| i .

. 4. | UNDERSTAND THE SIMPLEST CONVERSATION, BOTH FACE-TO:FACE AND ON THE TELEPHONE: | UNDERSTAND SOME OF WHAT
- j * | MEAR ON THE RADIO AND AT THE MOYIES, PLAYS, AND LECTURES.
- -

| AM NOT ABLE TO UNDERSTAND THE SPOKEN LANGUAGE.
d‘ BEFORE CORTIRUING ~ CHECK PART |1 TO ERSURE TWAT YOU HAVE CIRCLED OHE NUMBER PER SECTIOR.
PART {1 I9EXPERIEHCE AS TRANSLATOR OR INTERPRETER (#5)

o 1. | HAVE HAD EXPERIENCE AS A TRANSLATOR.
-

. ‘2. | HAVE HAD EXPERIENCE AS AN INTERPRETER.
- }
=3
—
- 3. BOTH OF THE ABOVE STATEMENTS APPLY.

: 4. NONE OF THE ABOVE STATEMENYS APPLY. .
-
-

PART IV-CERTIFICATION .
-l
_ | CERTIFY THAT THE INFORMATION $i{VEN ABOVE 1S TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE AND BELIEF,

; THIS CERTIFICATION CONSTITUTES MY APPLICATION FOR A MAINTENANCE AWARD PROVIDED ] AM ELIGIBLE UNDER THE TERMS OF
- REGULATION NO. 25+ 115, PAR. 1C{4): UNDERSTAND THAT 1| MUST PASS AN OBJECTIVE LANGUAGE PROFICIENCY TEST BEFORE |
- BECOME ELI1GIBLE FOR AN AWARD, AND THAT IRRESPECTIVE OF THE DATE OF TESTING. ANNUAL MAINTENANCE AWARDS WILL BE

CUUMULATIVE AS OF THE ANNIVERSARY DATE OF COMPLETING TH1S FORM.
- DATE SIGNED SIGNATURE '
'
146) (47)
- '
L - 221a - ~
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1/ CERTIFICATION OF CLAIMED LAHGUAGE PROFICIENCY

{. EMPLOYEE SERIAL NOQO. } 2. NAME (last-finst-middle) | 3. DATE OF BIRTH
4. LEVEL OF SKILL
(Slight) (Native)
i L1ST BELOW THE FOREIGN LANGUAGE OR LANGQUAGES I[N WHICH 1 2 3 4 e
YOU POSSESS ANY DEGREE OF COMPETEMCE. [INDICATE YOUR 1 { 1 t ]
T e PROFICIENCY IN EACH OF THE FIVE SKILL RACTORS SHOWN _
- (rcnding-COmprchension, writing ability, etc.) BY ° _::E;::TLCLiTt: ::c:on
NOTING THE NUMBER MOST INDICATIVE OF YQUR LEVEL OF
SKILL UNDER THE FACTOR BEING CONSIDERED. HOW ACQUIRED
. SKILL FACTORS [Check (X) Box(es)
IF YOUR PROFICIENCY RELATES TO A PARTIQULAR DIALECT which apply/

i~ OF A MAJOR LANGUAGE., IDENTIFY THIS DIALECT BY NOTING
IT iN PARENTHESES AFTER THE LANGUAGE ON THE SAME LINE.

{E YOU HAVE NO PROFICIENCY tN ANY FORE|GN LANGUAGE,

CHECK {X) BOX AT RIGHT AND LEAVE
OTHER ITEMS BLANK.

S

o

i

5. [F YOU HAVE HAD EXPERIENCE AS A TRANSLATOR., INTERPRETER OR INSTRUCTOR, EXPLAIN AND SPECIFY IN WHICH LANGUAGE(S)
YOU HAVE HAD SUCH EXPERIENCE. :

CERTIF{CATION
S ~ERTIFY that the information givien above is true and accurate to the best of my know‘ledge and belief.
- OATE S1GNATURE
- FORM : |
.56 BHHC 20ITIEAE TREVICUT SECRET cxcves mon atouame (4-45)

POWHEARADING AND
B, 31 FICATIO

170001-9
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CONTINTS

A College§ or Universities

B. _Areas of Study

C. Overseas Experience

'D. Most Recent Pre-CIA Experience

E. Basic Personnel Information

Prevared by
OP/POD/ 243

As of .
31 Decerduer 1962
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HE , COLLEGES AND TH IV:" TS {xTI'ﬂfDED .
; DISTRIBW <D LY MAJOR COI\D\)TF'\”"’ '
GRADES GS-16, GS-17, GS-18
. As of 31 Decomber 1962 . !
Colleze and University ‘ bCI DI nop . DR D‘Dé TOLAL
i
‘ . 1817 16118 1736 ;fm 1w 16118 17 3608, 17 16/28 17 35 Toia)
Algbama U. ' ! 1 2 - - 2
Alabama_ Polviechnic . 1 - 1 - 1 -
Albany Medical Collere ; 1 1l - = 1.
Americon U. 1 Al 1 B
‘ ' : \
Amherst Co]].erf.e . i 1y S - 1 1
Avnalachian State lTeachers ! ‘1 _-;_ - 1 ‘1
_f;}{’ ~naas U, - ' i 1 . ‘1" - - “1
Benjamin F:w.«lin Univ. 1 ! ‘ -1 - ‘1
Birminrhas-Southern Col]f.err(; 3 1l - ' - 1
Poston U. 1 % S ST |
Bowdoin College 1 : -1 - o
Bowling Gresn State Univ. 1 s = p
E'rooklvn Polv. ‘Inst. -1, . - 1 .1
Brom U, ) ..’l ) 1 Lo o 2
Buffale;, U. of I 1 -2 B
corrrornia U, 211 11 1)y 3 s
Calvin Col].eze 1 | ‘ ‘. < 1 - 1
) Carthage: 1 ]~ - 1 1
__E-+¥~ol‘c Un.\r‘“sxtv of Am. S t Tl - - X _ 1
C&ij_cagl,o u. @ 12 421 11 i 2_ 3 's 20
Clerk U. | 2ol | =2 2 2.
Colﬁ\f L _J I - - 1
Columbia (. Y‘.) ' 111 .1,' 5‘ i PO &9
Columions U. K 1 g 12! - S "1
Concordis ';‘hc:ol. Sen. - ] — i ‘ ‘ L= - L
Cor.nn.';t:'\_c:u.t U, ,_‘ S t § - = iy
Cornci) U, B 1 i L RS
Gredrton U, s X 3 ;_ﬁ_f_‘?;g:*__-__,_q‘
. Dortmouth Collere 3o ‘ 1 . ~p - ?
Derv j‘rl 507 ‘ o = e 1 3
. © 8-B-C-R~B-T N
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CUNULAT!VE DlSTR!BUTlO\l CF MAJOR AREAS 6F STU[)Y BY E’?LOYr.E'S GRAD'-"

. . e
As of 31 Decemzer 1592

— pluVFﬂ l-or ITeTease 2000/04/18 CIA RDP90- 3
16 _turoucn 18 16 tHaoUGaH q 0070§AR000 00170001{39711rwu5u 18 TR
: _ . i
DDR NO, - & oct _§ pol DDP OCR- ©Ds NO. - 4 oci | enl onDP 1t DOR_t__0DS 1O, o
% B i
1 !
1 1 2 . -
; 6 15 2 2 1 1 3
i 1 3 1 1 '
17 N 1 !
2 4 13 1 :
y 34 2 3 1 2 8 1 1 2
1 1 2 2
2 13 N 3 " 1 Yy
1 1
. _ 1 1 1 1 i
; 5 5 2 1 S 2 !
; 1‘5 1 7 3 1 5 5 !
3% 2 2 4 ;
2 1 i J ) - :
1 N i
2 1 2 7 : : : { !
[ 1 3 5° ;
1 ) 2 ' - '
3 3 1 [EIE 5 2 ‘.Q] ; 1 : !
49 _ 12 ? 1 20 190 3 1 kR
y - 1 1 - i i 1 g
2 218 i o429 Vee 49 e o es - il 2- e -2 7 4

CRICULTURAL TCIENCES
BIGLCRICAL SCHINCES T

TENYSICAL SCIENCES

LR r_f 220 “’\""{««L

W0

THOSE WHO ACQUIRED A O

A\D 1MPROVING AGRICULTURE ?RODUCTIVIT" B . .. N . N

'CLL ING: acgrOnCHMY, ANIMAL FUSBAND“{Y, Hoqr:cu\.ma, SOl s‘..r_::c:, RANGE unrmfv » FISCICULTURE (rlsn CU‘.TURE), Al\D or.—{t‘a AC.Q!C\,LTU‘,\L 5\.1

12J0R COURSES OF STUDY 1

Tnost Soctal

REE THRCU

PHYSIOLOGY, ANO OTHER \lEDICAL AND RELATED SCIENCES. L .
n.LUDIr\G. Cuz»\xsmr, Fan»cs, G;o;,wsrcs, Asmox

JENCES NOT CLASSIFIED ABOVE.

LETION OF A FOU‘—)’EAR "ROFLJ:)]CV \L» \_O\.LE(}r CCURSE

-Taosz WHOSE MAJOR COURSE INVOLVEIO THE:STUDY OF LIVING ORGANISMS, BOTH ANIMAL AND PLANT. - .
NG: SucH couases as D P“f\TOLOGYA"URcLOGY, INTERNAL HED]C!NE, GYN‘-’COLOGY, quf«;: RY, PSY\A»HATRY, DENYISTRY, PHARMACY,

Gzomwur, AND' OTHER PHYSICAL SCIENCES, - ) . Sl - .

SEC‘Z--T

2 )‘AJ«:?‘O N "'JEJECT VA.\'ER CGUY{OES DlR"Q]&D "Gd)nD L\VE

VETERINARIAN M ;o:qxc, Pat uomw,

1{, Marsonot.oc.{r,_ OCEANOGRAPHY, Geovoay, F_A!.'stTOLOG\', MineroLooey, S 5MGLOGY ,

ERCES
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" 10ST RECENT PRESCIA EXPERIENCE OF AGERCY CHPLOYEES DISTRIBUTED BY MAJOR CCHAPONERTS

CUMULATIVE TOTALS - GRADES GS-16, 65-17, 6S-18

As ofF 31 Decemoer 1962

T ]"*::~*“* 3 S

- 231 -

HAJOR COHPCNENT NONE puaL}é Aﬁ&.»N.E}t. ACADEHIC INCUSTRY FEDERALAGOVERBNSﬂT Zéﬁf'gfz" WILITARY SERVICE
bt - ; g4 T - ' e 3.'_ ’ - : N R ¢ A . 3
3 ool : 7. : v - s 12. 7 20 - 10 - . "___;_i_‘~—V4¥”
. “oop 1 o :- :2 6 - - 17 45 in 1
DS ’ . ) _.- A . o o ‘t 1 B 7 . ‘V.yg T 10
ot { R ;19 -1 ' _— . E _; _:~ 1-}5‘ f'; m I I B - o

HORE -

PJ“LlC
HSTRATION,
R.E.C.

ACADEMIC

REUSTRY ©
COITT ABENCY
053, £5U, CiG

MILVTARY SERVICE

THOSE WO

THOSE WHO WERE UNEMPLOYED AS WELL AS TH

10SE ENGAGED AS FULL-TIME STUDENTS 1IN
GOVERNMENT,

'MEOTATELY PRICR
OR SERVED ON AGTIVE DUTY WITH THE HILITARY, )

THOSE wra, 1##4EDIATELY PRIOR T0 £0D, SERVED WITH AN INTERNATIGHAL GOVESNMENT CR QUAST- COVERNMENTAL onclwlzarxov
STATE OR LacAL GOVERNMENT ORCANIZATION {OTHER THAN AN EOUCATIONAL INSTITUTION).

THOSE WHO WORKED OR WERE AFFILIATED WiTH EDUCATION

€.6., UN0, IL0, Reo Cross,

0 THEIR EQD, EVEN THOUGH THEY MAY HAVE PREVIOUSLY WORKED IN JROUSTRY,

OR Wild YIRKED FOR A

AL THSTITUTIONS 1HCLUDING NQH-PROFIT RESEARCH INSTITUTIONS AND FOQUNDATIGNS \!THld OR AFFILTATED WITH A COLLEGE
oF U‘HVERol‘FY MITH A CHURN| oR lh—_LlGlOUS GROUP‘ OR WITH A RO .

~PROFIT MUSEUM, ART GALLERY, OR LIERAR\

WERE SELF-EMPLOYED, QuRFAS OF BUSINESS ANO _THDSE Vit WORKED IN A PROFIT-MAKING [MNOUSTRY

THOSE WHO WORKED 1N A GOVERN

MENT IHMSTALLATION AS CIVILTAN Lovers (OTHER THAN In 0SS, S8U, Ano GiG).

THOSE Wit SERVED AS CIVILIAN [.APLQ(EES ilTH TNF AGE\CY‘S PRFOCL:SSCR ORGAR]ZATIONS.

TroSE wHO SERVED ON ACTIVE OUTY IN THE ARM 1EOFORCES, EVEN |}'

ANNAPOLLS, AIRAORCE OR

v
-t prbvecﬂfoP‘Reiéase 2000/04/18 CIA- RDP90-00708R000200170\0'0)1 -9
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OUCH THEY MAY EAVE BEEN ASSIGHED TO A MILITARY COLLEGE AS AN IHSTR\ICTJ?

£.G., WEST POINT,
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o ' INTRODUCTION
-i(\, o | ‘ = | Purpose

The Qualifications Record - System was developed by the Offic: of
| Persornel to permit the recording, filing and retrieval of biographic data, S
' experience, education and special qualifications of Agency employees and -
salected applicants. It accomplishes this in such a manner as to permit
storage of this information in coded form by means of a high speed computer,

= permitting rapid retrieval when needed by Agency Manpower Planners to select
the best qualified perscnnel (employees & apphcants) to meet changing require-
: ments. : ' -
™ _ How the System Works

. ’}i‘hé coding system is designed to code all desirable information
- in a series of 12 character items. FEach item will contain a two letter

prefix followed by ten numeral or letter combinations which will vary in : .

accordance with the information being coded.

EXAMPIE - A hypothetical case of a new agency employes who
| «ntered on duty in early 19&4: _ ' : ﬁ
- . _ Lo i ) j
— : aA121¢5¢¢3¢1;ZB¢12¢2¢¢¢1A;zc¢2¢¢¢¢31¢¢;BKSlNHanzéa;CEL61@3YAN63; -
iy T2f/3RGT Rl +VI1ECOIBAL3L; UTAIBI9ATKI 65 UIPFAGIBETST s ULPFIQIHAU 5L s URE2 ©T
- GRCTANGL; ULEEIGWHATSL. ‘ == a
- The above series of code entries, wnen decoded, gives us the follo'.-:ing
. Znformation on this individual's current personal status, pre-Agency backgiound,
w  and overall gualifications: ‘ : :
: PERSONAT STATUS AND FOREIGN REYATIVES. A ceucasian malse, born in d
i 1912, married with three dependents, U.S. citizenship by birth; his wife born in Canada
in 1914, is a caucasian, a U.S. citizen through naturalization, and was :
previously an Agency employee; his wife has clcss relatives living in Canada who o
w— are Canadian citizens, and there is frecuent contact with these foreign ' :
. relatives.
- TANGUAGE ABTLITY. This employee has excellent proficiency in i
Fronch as measursd by tests. His proficiency 1s equal to that of the best -
- educated natives for Reading, Pronunciatlons Speaking, ard Understanding
the spoken or written languags. His proficiency in Writing is High, or
. . £ivent, with evidence of non-native origin. He has had experience as an
| . interpreter. ’ ' L _
. , ATEA KHOWIEDGE. He has a knowledge of France, its political organization, - :
logal structure, and its international relations. This knowledge was gained C b
throuzh working in France as an employee of the U.S. State Dept, and he left
-  ‘vence (in this capacity) in 1963. - ' . T
AT ' =

v

s o L N | - |
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i 1 399999
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BIRTH aACE STATUS |} OEPENDENTS | oo’ ricy TN V1 DAL Clgrluljir;;:l' NATURAL, SPOUSE AACE STATUS cou
- AA121050j03¢1zat ofo]o Zls|gl1|2(0|2|F|F|F11]|4
o . " FOREIGN RELATIVES
0 FOREIGH RELATIVE v FOREICN RELATIVE V2ENS FOREICN RELATIVE 1T12EKSH
- R eonente 1 ere | mie | Ot | ee ) eeaniomsaie 4 Lercl Fe CITIERMP | g | recatiowswie & lfrc | Fr CLILEP | e
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AN 3,
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o - 2 3
; ClE|4(6]1|g3|T|4IN|6|3
o 5 [ N
[ I ki
' MILITARY EXPERIENCE
L)
..("\ ] WILETARY SERVICE JEXT,| RANK, RAME OF YEAR MILi TARY SERVICE | EXT.] RAKRK, NAVE OF YEAR MILITARY SERVICE [EXT.} RAMK, NAME OF YEAR
B SPECIALIZATION iCF | GRADE ML TARAY Com? SPECIALIZATION | OF | GRADE HiLLTAR? COMP. SPECIALIZATION {OF GRADE MILETARY Comp
o FIELD £X?,|OR RATE | 0RGANIZATION - FIELD EXP.| OR RATE |ORCAN ZATION . FIELD 1. OR RATE | ORGANIZATION : ;
: 1 C 2 t 3 \ T
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: o TRataike 0F STUDENT | rvpg scmoL | COMP. on Taninike | I STUDENT | 1ypg schooL | COMP. 0R TRAININC s?v STUCENT | 1ypg scrool | COMP. ,
oy i : ! F] I 3 I :
E » H
- - Gi9l9|HIB K glof | | 919 i
CIVILIAN EDUCATION AND TRAINING £
\
. : -
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o Category 1 Personal Status
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MILITARY EXPERIENCE. He spent more than three years but less than
four in the Army, his service ending in 1945. He worked in the field of
¥Military Intelligence, ‘chiefly as an Interrogator, with the final rank of

t

CIVILIAN EDUCATION AND TRAINING. He received a B.A. degrée in
French ILiterature from Princeton in 1934; an M.A. in Political Science from

"Yale in 1936, and a Ph.D in Political Science from Harvard in 1937.

"CTVILIAN WORK EXPERTENCE. Our hypothetical employee taught various
university subjects in the field of Political Science from 1927 until enter—
ing the Army in 1942, but specialized in International Communism. After

“World War IL, he returned to unlversity teaching, hantil 1954, then worked for
©  .the State Department <s a Political Analyst until coming to the Agency in
: ..January of 1964. ' '

s

.OTHER QUALTFICATIONS. Author of published (copyrighted) works on

o " Iriternational. Communism while employed by a university with the most racent
-copyrighted publication in 1954. o e

B0 TO USE THE CODING SYSTEM

Al items to be coded fall in the following nine categories:

3. Personal Status - . kA, BA, ZB
.. Z. Toreign Relatives a &
.*5, TForeign Language Ability ‘ - BA - BZ
L. Geograpnic Area Knowledge o C4 = CH
5, Military Experience A through Y2

: 6. Military Education and Training . BA - Y%
- 7. Civilian Education and Training EA - YZ,
' g. Civilian Work Experience EA - Y3

9. Specialized Skills - Other Qualifications EA - T3

FERSONAL STATUS
Gdnth] OR M
" 3 TURAL. ] CITLZENSHIP et CITIZENSHIP  [SEX | geoy N—_— YEAR OF
YEAR OF SEX HAR| TAL KUMSGER OF A PREVIOUS YEAR Qeiue, CITIZENSHIP [+}
I3 " CITIHIEN STATUS QF F/C FIG STATUS OF Y STAT CouRIRY PYE i
BIRTH . mace $TATUS DEPENOENTS 0% ALTEN | MO1 Ut DUAL Clééég{:g;ﬂ' NATURAL. $POUSE AACE VH] 4
1ALA ' - 1% 1A 101010 ) Z|B :
L1 2 3 I3 5 1 2 3 I3 5 1 2 3 E
N -~
¢ . i .
S , . -
' . : © A, AA Ttem

VRLG ad ts R

e

P o

o

o Célumﬁ 1. Year of Birth: Use the last two years of the individual's birth date. _

. Sfsiehen B8 Release 200010418 | CIARDPY0-00708R000200170001-9 ;-

N o o ——— Sy ar e
A B

Colwm 2. Sex & Bece: Use L digit codes, 1 - 83 i-Male caucasian

S Female caucasian; 3-Male, Negroid; A-Female, Negroid; 5-Mals, oriental

¢~Female, oriental; 7-Male, other, 8-Female, other.
Coixmm 3. Marital Status: Use 2 digit codes gg—g6: @p-Single; $1-Separated

 ga-hanulled; g3-Divorced; h-iidowed; #5 od, go-Remarried.

.|
. ::1;5-— o4

o e At naiate s am - e tme ma o ma o srees st Ve a1l iees Ged e sl S e —-——_ 0k e | sitme A
. ™ J =, . O B ; A
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Columa 5.

Approved - CIA ' :
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T che &
Column L. Number of Deverdents: Use two zeros, followed by the digit represent-~
ing the number of dependents. -Useﬁd? for seven or more dependents.=
Column 5. Citizenship end Foreigzn Relatives: Use'mf if U.S. born with no
" Foreign relatives; gL if U.S. born with foreign relatives; 1p if U.S.

naturalized ,no foreign relativess 11 if U.S. Nat
relatives. - ;i _ A
. - B. /’Zf Iten
AE :
The -Z& item is used to record citizenship status of .the employees
(or applicants) who are rot U.S. cltizens by birth. _

Colum 1. XIf U.S. citizen by naturalization, use ZAFL
¢ 1J.S. citizenship is in process, use ZAZ2
Tf a non-citizen, or alien, use ZAZ3

- Column 2. One zero is always used to complete the code

Column 3. ‘Two zeros are w " " " n "

Colum L. Select the prcper code, @’3{')1 - 237 to denote country of previous
citizenship (present citizenship if an alien). :

Use the last two diglts of the year in which the individual was
naturalized. If an alien, complete the code by using : two .zeros.
1

'TI‘
G. /Z’B Tten

’

whis item is always coded for married employees (or applicants)

;end is always omitted for those who are unmarried.

I . 0itizenship Status of Spouse

h!
A _ - .
Colwmn 1: Use 7877 if the spouse is & U.S. citizen by birth. '
Use ZBPL " M n wowon v % paturalization.
. Use ZBF2:" " n n fn process 6f obtaining US. citizenship.
Ud %B@B won " " an alien. ’

Sex and Race of Spouse

Columm 2: Use 1 if spouse is a Male Caucasian; 2 if Female Caucasian, 3 if Male
{Heogroid); & ii Female (Negroid) 5 if Male Orientalj 6 if Female
Cudiental; 7 if Male, Other; 8 if Female, Other. :

Oceupational Status of Spouse

Colunn 3: Usea};iéﬁ—ii)\qpousefiﬁrdeée&s‘edu
(L if spouse workes for Agency
12 if spouse worked for Agency
(33 if spouse works but not for Agency

_ i, 412 spouse is not working

Citizenship Status of Spouse

.

: : . . ol . ' ]
" Colum L Select the proper code -g¢¢¥237 to denote present citizgnship if ¥aS.

Soprkeivor allen, Or .otherwise-previous citizenship/.’ T ik 1 —}h &£
: ) v; ‘.
-l 3 -—
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FREQ. /CONTACT ZFREQ,/CONHET FRED, JCORTACT
e ] . v . 3 g
z(cC 0|00 oo’ | fojojo 010 ooo‘ 0|0
o 123 A5 1 2 3 L 5 1 2 3 'k 5
: whis code is applied when the individual or spouse has relatives
- y/ho are not U.S. citizens. Degree of such rolationships, frequency of contact,
w  land country of citizenship are coded. | : L
: ‘ s A CAR AR )
? .Column 1: Uss the code 3CHL - 2C¢7 end/or 3C11L - 3C17 which revresents tne;*proper
b combination of degree of kinship ard frequency of contact with the ‘ .
. foreign rolative belng coded: L e ,'
._i i ﬁuplicant/hployea Snousé :
L 2E9L s #E1 Tmmediate Family - fregquent contact
S Zeg2 3 “#C12 Close Relative - frequent contact
TCa3 7013 Distant Relative -~ frequent contact
~ icgl, . gCl,  TDmmediate Family - slight contact
, ZCP5 ZC15 Close Relative — slight contact
| cgé -EC16 Distant Relative — slight contact
e 1f':x{}g:)"’,’ ZC17 Foreign Relative(s) — but no contact
vl . Column 2: Use one zero to complete the code.
uk—/ . ‘Coluwmm 3: Use two zeros to complete the code. . . :
Column i: Select from the list "country of present or previous citizen-
{ . chip" the three digit code @§@1-237 representing the parti-
o , . cular country of citizenship of the relative coded,
Colunm 5: Use two zeros to complete the code. :
. 7 there are foreign relatives of more than owr—zg country an entry is )
- ~made for each difrferent country of citizenship of such relatives. If more than
: one relative is a citizen of a particular country, only one entry need be made,
. and that would be for the relative combining the closest kinship or greatest
w ° Iroguency of contact 1f kinship is .of the same degree. ‘
I? there are no foreign relatives there is no entry for this iten.
- A = BZ Ttem
| tobogory 3:  Foralga Language Apllity :
-l . ; " " FOREIGN LANGUAGE ABILITY -
H b_‘l_‘ . H Yei
T [ L] B | e [ ][ [ | s | e]e)e) Bl
. Hi 2 3
i
. & 5 ¢
- - - - , .
(~ i 23L 56 7 8
;}&/ . - .
- . <
22 oetBRIQYgd For Release 2000/04/18,: CIA-RDP90-00708R000200170001-9:
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colum 5. Use the last two diglts of spouse's birth date. - ' o

A=
: @ategory 2., Forelgn Relatives G Ttems

——

FOREIGN RELATIVES

Y

FLRSICH RELATIVE CLTIZENSHIP FOREIGR RELATIVE 1T1ZENSH FOREIGH RELATIVE . CITIZENSHIP
*CLATIONSHIP & [F/C { F/C COURTRY F/C RELATIONSHIP § [ F/E1  F/C C-COS,E”;,'P _FIC RELATIONSHIP & {F/C | F/C COUNTRY F/C

-238..
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Codes BAZ@ ~ BZ99 will be used to code all languages. For rapid

salection of the pertinent codes, all languages are listed alphabetically,

although

thelr alphabet codes and number sequence are arranged on the basis

. 0f ldnguistic family or groups.

" Column l: Select from the code group, BAZ1-BZ99, the alpha numeric code combi-

nation representing the language being recorded from the list of
ilanguages arranged alphabetically, '

Column 2-6:The blank space under columns R, W, P, S, and U are for coding pro=

Category

.h. Geograpnic Area Knowledge 4 -~ CZ TItems

ficiency in Reading, Writing, Pronunciation, Speaking, and Compre-
hension (Understanding), respectively. Claimed proficiency (by
cmployee or applicant) 1s indicated by the numeric zodes 1-5,
Measured or proved proficiency (Agency tests) is indicated by the
‘lotters S, E, I, H, N, The scale is as follows:

-or teacher 1s recorded by inserting codes 1, 2, 3, or 4, respectively,

in the column headed "Exp®.

Colunn 8: VUse the last two digits of the year in which the proficiency was

cTaimed or tested.

GEOGRAPHIC AREA KNOWLEDGE

_ , High -
. Slight Elementary Intermediate (Fluent/Non-Native) Native
-Clained 1 e 2 - 3 A 5 :
" Test Resulis S E I H N
Coldumn 7: Prior experience as translator, Interpreter, translator and interpreter; '

CECCRAPHIC
T AREA XHOWLEDGE

AST YR, AST ¥R,
HOW SCURZE oF ino“ﬂ GEOGRAPHIC ROV SOURCE OF \.K’s(g“n GEOGRAPHIC HOY SOURCE OF

TYPELACQUIRED | KWOWLEDGE  scournep| AREA KNOVLEOGE  [TYPE | ACQUIRED| KWOVLEDGE | ycpuihgp| AREA XOMLECGE |TYPE[ACQUIRED | XNOWLEDGE

LAST va,
KX0VYL,
ACQUIRED

] 3 ; '
L

H [

1

2 3 L 5 1 2 3 L5 1 2 3 4
Codes CAPP-CHY9 are used to cods all geographic areas. As in the

~ ecage of languages, areas are listed alphabetically for rapid refsrence,
.elthouzgh

their codes ars based on geographic regional relatednass. A second

listing of codes, arranged by geographic regions, follows the alphabetic
arrangement and is sometimes more suitable for selecting vroper area codes,
This listing is often necessary when the individual claims knowiedge of a
general reglon instead of a country, because not all regional designations are
llated in the alphabetical arrangement (first list).

: Gclumn 1.

Colum 2.

Arvea Uode: Seléct the code CAPA-THY9 which represents the arca being
- coded, .

Type of Knowledge: Select the digit 1-9 which represents the type of

Imowledge the individual has of the area:

-

“s Political; 2. Economlejy 3. Scientific, Medical; 4« Labor AR o alte S

Q?ganization; 5. Security Service, Intelligence Systems; 6. Cultural;

» Educational Systemsg 8. Military Organization, Tactiesy 9. Geographic.

i@?raln, otc,.

239
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Column 3,

Column 4o

+CGategory 5.

73

ow Obtaineds Salact the two digltis ﬁl-ﬁ? which designate the nature
o£ tho areas contact during ths period area knowledge wag ecquired:

. Wative of country; $2. Prolonged residence' #3. Foreign
uguignm@nt other than Agency; $4. Academic etudy,¢g5. Attended forelgn

ochool 4n area concerned; g6. Agency assigrment; Research/Analysia,
“d¢oSMic aggigment (includiﬁo Agency)s, <. TiNAVEL e s -
' . v /,

Soures .of Knowledge: Three-letiter codes are used to show the nature of
“ha organization with which the individual was assoclated when the area
rnowledge was acquired. These three-lstter codes are in the back of the
ccding manual. If the individual wee in a forelgn unlversity as sztudent
or instructor, the three-letier code would be HAU; if employed by & pri-
vete enterprise firm, one of the codes in the JAA-XZZ series would iden-
uﬂ.j the type of economle activity in which he was engaged; if emnloyad
by en international organization or a quasi-govermmental organizatio
{TGNRRA, International Monetary l'und, etec. ), the XAA-X0Z series would be
wsedy 1f by a U,S. Government owvariaauion (as a civilian), the YAA-YZZ -
:Jriaa would identify the Covermient organization; if by a U.S. Military
Sarvice {while on military duty), the ZAA-2ZZ series would identify the
corvies and/or component; while Agency employment would be indicated by
“ho JAA-IZZ zeries. .

¥Militayry Experiencs Dha-Yd Iitcus

1‘—

o

VMILITARY EXPERIENCE -

SPECIALYTIATION (OF

RILITARY SEAYICE {EXT.§ AAwX, WANE OF veag - 3 MILITARY geavice | Exv raw, NAPE OF YEAR MILETARY SERVICE |EXY.| RANK, | *waMg OF Yoz
GAADE ML TARY coMp SPECIALIZATION [OF | GRADE MILITARY Cop SPECIALIZATION |OF GRADE #ILITARY conp
FIELD Exp_lOR RATE | ORCAWIZATIOH . FIELD Exp.| OR RATE [ORGAN ZATIONR . FIELD £XP.| OR RATE | OACAKIZATION -

. X3 3

“'@alumn 2,
<3 (‘;( !‘i\c‘r\T{LS

;ﬁolumn e

Column 4.

Cs ;umn Se

Approved For Release 2000/0'4/@33 CIA RDP90 00708R000200170001 -9

z5 Gataho

X 2 3 4 5 1 2 35 & 5 1 2 3 4 5

¥ield of Specislization: Sclect the code EAGY-YZ99 which most aptly
dascrives the specialized knowledge, activity, or skill involved in the
exosrience to be coded. If two or mors distinctly different types of
orperisnce were acquired, each should be coded as a separate item,

Uoo the digit #-9 which indicstos the number of .complete years experi-
czco in the activity beinz coded. (Use il for experience of less than
©ry year duration.)

Tzo the epvrovriate two-letter ccde BA-ZZ, selected from the list of
ccdes for the military ranks fournd in the Militsary Experience section
& Thy code manuel,

Uos the appropriats three-letter cods from the ZAA-22Z series of ths
;;3?&0 ef Experionce section which contains appropriaﬁa codes for all
*unchal of the Military Service. :

Teo the last &wo dizite of the joa in which‘the ccded éxperiexca was

e::nbu‘*”

e

"_ouu-

=

1884

o
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Cauego“ies 6~9

wera consLutently the same in theory or coding procedure.

The foregoing categorles were explained separately because no two

However, each of the remainder of the categories can be understood

with one explanation since all  are governed by the same theories which are
wiiformly applied in coding with no exceptions. For convenience the pre-

printed coding form gives different captions for corresponding columns of the
twelve-unit items in the different categories. This is for convenience in

.coding only and not due to any difference in theory or application. The functional
code 99 is pre-printed ¢én the coding sheet since this is the proper code for all

abudents.

FEach code consists of a twelve—unit item with each item consisting

ol fivs partes (colums). The five columns are:

* l. Tield of Specializatlon Code 2 letters and 2 digits
2. Extent of Experienze Ccde 1 letter or 1 digit
3. Functional Code 2 letters or 2 digits
L. Source of Experience Ccde 3 letters .
3¢ Year of Completion Cods 2 digits; the last 2 of the
' ear in which the experience was completed
; ’ .

This code always consists of two letters followed by two digits, from

& seriss running from EAP to YZ99. ' . - p

purpose.

A1l fields of knowledge, experience, actlvities, or skills are

| classified or orgenized in the manner deemed most suitable for the Agency's

Each najor field of knowledge, activity, etc. is broken down into minor

groups and fields. Codes were assigned to each minor field of sne01allzatlon in
-accordance with the series assigned to the major Group or rield o Specialization

- %0 which the minor field most logically belongs (based on the pri or most

ossential nature of knowledge, skill, or activity associated with it). It is

- dmportant te understand that many major fields of specialization contain minor

fieldas or subdivisions which can be logically associated with two, threes, or more

B mﬁjor fields.

Tmzample: Actuarial Science. This is a field of knowledge which
Pinds its greatest application in the field of Insurance (a sub—
division of the Major Field of Business Administration) thus one
vdght. assume that the code for Actuarial Science would logically
bolong in the "family" of codes related to the major field of
Uasiness Administration; further, it could be assumed to belong in
i game sub-family of codes which include those in the field of
Tmsurence, Both assumptions are invalid for purveses of determining
“3he proper code to assign to Actuarial Science, for the fundamental
imowledge underlying this fileld lles in the field of Mathematics.

- o instead of being in the FAﬁ —~ FZ99 series (Business Adm¢nlstratlon)

.4ho code is in the HA¢¢ - HC99 series (Mathematics). Since it is
often more convenient when coding to look in the group one would

. wxpect the imowledge applied, to find the proper code with as little

<olay as gossible, the codes are listed in both arrangements, often
'“agultinu in multiple entries for any given cods,

Approved. For Release 2000/04/18 gIA RDP90 00708R000200170001 9
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7o effectively code qualifications the coding analysts must use
+he same "rules" for classifying the knowledge, skill, etc, that must be
applied later by the analyst who attempts to locate people possessing
qualifications to meet particular requirements. Once improperly coded

e information gets in the system, it remains dormant and wasted, for it would
i be obviously impossible to retyieve useful "wrong" information from the system
- ﬁ} by searching for correctly coded informatior. ' 5
C : Tha Major Fields of Specilization are arranged in the following order
‘ (are in the code book in this order and indexed accordingly): - ‘
- = . WACO-EZ99 Intelligence & Related Fields/Milltary Science
ol FA00-FZ99 Business Administration | : T e
o FS00-FZ99 Transportation ' R . .
- . GAOO-GF99 Commmunications o L R G L
T . CROO-GZ99 Military & Special Equipment -+ " 77 ERLO
;i Hi00-HC99 Mathematics I DU . .
B - HEOO-HT99 Physics SRR o e :
ol . HUOO-HZL9 . Crystallography - ST =3 -
i .+ JAOO=-JL99 Chemistry A ' :
;i Sl JMO0-JV99 Earth Sciences _ ‘ o , R 3
el . KAOO-KY99 Biological/life Sciences Lo Lo :
o —a..» LA00-1Z99 Agricultural Sciences . | S e . .
L - KADO-MZ99 Health Sciences T H
wai : . - = NAQO-NZ99 Engineering . o ' BRI =
AN i1 PAQO-PZ99 Sociological Sciences ' §
e © TAOO-TL99 Art
.‘ﬁh¢4 . . YMOO-TQ99 Artisans & Crafismen. . I
SR TT00-UE99 Economics e . :
; YJ00-UZ99 Political Science/Public Administration
- . YAQO-VD99 History | | :
35 AN - . VEOO-VHM99 Psychology/Education/Religion/Philosophy - L
IR ' WAOO-WZ99 Anthropology, Archaeology, Ethnology, Sports, Hobbies, et:

. YAQO-YZ99

= i

- . . R
Ca e —— - an

Colﬁmn 2. Extent Code. .

PR

Sl ZNnls
ZPab . esperience or activity other than education or training. The digit, O through
~4...:7 9 is selected which shows the number 6f full years (up to 9) which the individual .
wt i1l e7 was engaged in the particular experience, skill or activity. A1l such experience =
dwbl o ovbr 9 years would also be coded with a 9. ‘ .

_vocational, or

Public Safety, Civil Defense

code consists of one digit when used to denote duration of

& ornd is represented by the letter A, which becomes the Extent Code for education
. . wesulting in a FPhD. degres.
-+ ‘lgtber G a Bachelor's degree.
*+ " op trads school is represented by the letter F. S
any obher type of education or training -is represented by the i .

The letter B represents a Master's degree, and the
A certificate or ‘diploma from a vocatlional o
Other college, milltary,

I~

ioctber Go N ) _ PR —_—
{7 Approyed For:Release, 200010418 GhA-ROPYO-00708R000200170001:9 12 .
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¥

. ff'f.' : Then coding education or training, the letbers A-G are used to indicate é
Dl tho exctent of training or education.. The PhD degree is the highest level coded :
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" Column 3. Functional Code R | e

t
o

el . The Functional Code s an important Complement tc Tue 7214 2
S-seialization Coda. The latter pinpoints the specific fields of cpecLulized
Tnowledge, experience, or activity comprising en individual's qualifications
[ which may be of use to the Agsncy. The functional code tells us Lot the
individual applied his knowledge or skill in each fleld of experience; 1.8.,
vhether as a teacher, analyst, managsr, tecanical program directer, consultant, -
adviser, designer, researcher, producer, writer, editor, or general practitioner, :

te, If he was primarily an administrator, rather than a substantive specialist,
o 1% tells us this also, as well as iniicating at what level his administrative
- ~ wesponsibilities functioned in the narticular activity; i.e., as President,

" Ageney Director, School Principal, College Dean or President, etc.; or -
whether as an immediate subordinate To the foregoing; or - whether as con-

; _ zultant, staff adviser, organizaticn or program director, office supervisor;

eas - or as a sub-professional level supervisor, foreman, superintencant, clerk, etc,
Thus the functional code's purpose is to describe the individuai’c role during
his experience with the specialized knowledge or activity. in using the uali-

- ¢ " fications Record System's capabilities for selecting best quaiified individuals
E for specific assignments, the functional role could for some jobs == an even
! nors important index of suitability than the Field of Sceelali=z mimn coda,
— - although they would normally both be of great importance, giving a Setter bal-
~ anced view of %he individual's suitability than either alone.
'JEZD ) Column 4. Source of Experience Code i

\
. Thig code slways consists of ihree letters and is used to indicate
; * Vall sources of experience. Three-letter codes AAA-EZZ are used only to indicate
wi A gpecific colleges or universities and ere intentionally limited in use to cocde
Lo g y

{Q_E- _.educational schievements resulting in Bachelors, Masters, or Doctoral degrees -
N //' from aceredited colleges and universities. {Other education or trzining sources
ot ¢ are indicated by three-latter codes HAA-HAZ.) Refer to the pertinent 1ist at
: %he back of the code book for the proper codes.to use for other sources (TAA-3323).
- . o Summary of Source of Experisnce Codes:
i, [LAH-03Z: U,S. Cclleges end Universities (Aceredited)  nov- A<
- . /////: %i/ %, DAA-EZZ: Foreign Colleges and Universities (Accredited)-
~ ‘AN 3. IAA-HHZ: Other Sources of Education or Training :
. .({ _¥J= P Lo J2A-X2Z: Economic Activities as Sources of Experience
; ‘féf 7 Se XAA—XOS: Quasi-Governmental Organizations or Activities,
b Rt , and International Organizations
e &e  YAA-YZZ: U,S. Civilian Government Organizations
- . .. W OSAL-ZZZ: U,S. Military Organizations
i 8o IAA-IZ3: Agency Crganizations or Components
vt

¥ W,
)
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Column 5. Time Exrerience Was Conpleted Code

ZThis code always consists of two digifs. The two digits are always
¢ha last two of the year in which the experience being coded was completed.

,plc~ 'If John Doe finished college in 1937, this column would
ba used to indicate this and would be coded as 37.

- SOMMARY

We have described the individual elements common to all twelve
vnit cocdes representing experience, training, or education, whether military
or civilians

(1) The first element (4 units-2 letters followed by 2 digits)
“olle us the field of specialized knowledge or skill acquired during
tho given periocd. '

{2) The second element gives us the extent or duration in years
¢f this specialized eVperLancu. It also specifies academic degree of
Lraining or education,

{3} The third element describes the role played by the employee
oz applicant while getting this specialized experience.

{ 2) The fourth element tells us the nature of the source of
the exverience (identifying the specific college if a degree resulted
£rom the experience).

(5} The f£ifth eloment dates the experience, permitting a judg-
wont of how veluable and current the experience is when viewed in
o 1ight of other information.

Yhe coding strLcture i3 comprehensive enouzh to permit recording in
chbreviated form all the experience, skills, speclal achievenments (licenses,
patents, copyrights), hobbies, and any other qualifications of an individual
which might be of use to-the Avency. )

R Y

o

e 4] es
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it is knowledge of the enemy without which there is no victory.

Api)roved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9
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EDUCATION

[y

AND THE

CENTRAL INTELLIGENCE AGENCY :

"In two and a half years of working with thesec (CIA)
men I have yet to meet a '007.' I have met dozens of men
who are moved and motivated by the highest and most :
patriotic and dedicated purposcs--men who are specialists
in economics and political scicnce and history and gcography
and physics and many other fields wherc logic and analysis
are crucial to the decisions that the President of their
country is called upon to make. Through my experience with
these men I have learned that their most significant
triumphs come not in the secrets passca in the dark but in
patient rcading, hour after hour, of highly technical
periodicals. ' o

toqin |

"In a real scense they are America's professional ‘ R
students; they are unsung just as they are invaluable." ’

Y

President Johnson
June, 1966

In international affairs, Intelligance is knowledge and
foreknowledge-~-fact and estimate. It is an instrument of

statecraft that serves the nation in uvzr and peace. In war,

In peace, it is that knowledge of the world about us which is . :
essential to the preservation of peace. Always 1t 1s a never-
ending quest for an accurate and objective understanding of men

and events throughout the world. It is the support of policy,

0 action. It is the s

t

1 N by Y . A 2~ = 1. ]
the prelude to decision, and the guide

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9
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competitive secarch for truth.

The history of intelligence is as old as history itself
because knowledge has always been essential to the rational
conduct of affairs améng nations. .In times of peri;; it has
been an integral part of the response to the challenge, and
the story of American intelligence reaches back to the earliest
days of the Republic.

Today's American intelligence system is a valid expression
of American society, with all its vigor and ingenuity, with all

its complexity and some of its contradictions, as that society

' probes for solutions to situations its founding fathers could

never have conceived.

‘Gdf modern age has seen comp;ex social, economic, and -
technoiogical changes, often accompanied by vioient'political
upheavals. The emergence in our time of such ideologies and

power movements as Nazism and Communism, and the development

- of nuclear power and missile systems have brought in their wake

new problems of national and international security. The task

of Intelligence has become more complex and more difficult;

.indeed, American Intelligence today is taxed with challenges no

otﬁer intelligence system cver faced.

CiA's reSponsiBilities grow from this nation's emergence
as a superpower at the end of World War II and from its efforts
to meet the problems confronting a nation technically at peace
and determined to remain free.

- 248 -
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éﬁ<w For the United States, this has necessitated developing
= and perfecting both old and new techniques, and more efficiently
- marshalling the intcllectual resources of the nation to meet
%; the challenge from abroad.

; The key to national response is knowledge--knowledge of
% what accuracy and reliability the Soviets and Communist
i%’ ‘ Chinese are building into their ICBM's, knowledge of Soviet
- progress‘ with advanced radars, knowledge of Soviet awarcness
% of American progress. Without this knowledge there can be no
- rational planning of America's own prodigiously costiy defense
-

effort.

CIA reads nearly everything that comes into official

il
)

Washington--State -traffic, Defense traffic, Agency traffic, the
o

American and foreign press. From it CIA distills g brief,

—
—

accurate account of events abroad, arranged in context and

presented in concise non-bureaucratic English. This report is

= - supplied to the President, the Secretaries of State and Defense,

=
B and his other senior national security advisors. Each of the -
- top policy officers exercises a priority call on CIA's services,
% and CIA cannot rcfusc a request from one because its resources

= .are fully engaged in a task for another. Moreover, each official
;f ' is entitled to have his particular interests satisfied 'in the

- terms most convenient to him.

- in a sense CIA'Ss output is the reverse of a newspaper.

%; (“ Where the paper uses a relatively few collectors to serve a

- : _

. - 249 -
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mass audience, CIA uses a mdss of collectors to hand-craft

for a very few.

The London Economist describes the process thus:

Modern intelligence has to do with the painstaking
collection and analysis of fact, the exercise of judg-
ment, and clear and quick presentation. It is not
simply what serious journalists would always produce
if they had time: it is something more rigorous,
continuous, and above all operational--that is to say,
related to something that somebody wants to do or may

be forced to do.

But a quarter of a century ago when President Roosévelt
charged Colonel William J. Donovan with establishing a national
intelligence service, matters were by no means so well defined.
It is significant that Colonel Donovan turned first to the
academic community for his organizational nucleus, and brought
into 0SS such distinguished educators as Professors,William~\
Langer and Edward S. Mason of Harvard, and Presideﬂt James
Phinnéy Baxter of Williams College. ‘Others from the ficld of
education who‘served American Inteslligence in its early days
were 3arnaby Keeney, later President of Brown; Presidential
advisors Arthur Schlesinger, Jr. and Walt W. Rostow; and
Dr. John W. Gardner, Secretary of Health, Eaucation and Welfare.

McGeorge Bundy has described the association in these
words:

"It is a curious fact of academic history that the
first great center of arca studies in the United States
was not located in any university, but in Washington,
during the Sccond World War, in the Office of Strategic
Services. In very large measure the area study programs

- 250 =~
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develowed in American universities in the years after

the war were manned, directed, or stimulated by graduates

of the 08S.... It is still true today, and I hope 1t
always will be that there is a high measure of inter-

penetration betwcen universities with area programs and

the information-gathering agencies of the aovernment of

the United States."#

So it was that early in the organization of the American
Intelligence effort there evolved an identification-and a shared
community of interest between national intelligence and education--

a relationship that continues, to the mutual benefit of each.

Professional Qualifications for Intelligence

Because the ope of modern American Intelligence encompasses
a diverse variety of talents and many arcas of knowledge, its .
importance places =z heavy premium upon the character and abilities
of'those.sglected o engage in it.. About 18 percent of CIA's

professional no pulatlon have had prior educational expericnce

~and, according to a New York Times report, the ‘Agency would be

able to staff any college from among its corps of analysts, half
of whom have advanced degrees and 30 percent the Doctorate.

Considering the years required for uadergraduate and

~graduate study, foreign experience, and 10 to 15 years of

'professional intelligencc work, the total represents an un-

matchod reser v01r of knowledge, competence, and skills at

# The Dimensions of Diplomacy, Edited by E. A. J. Johnson,
The Johns Hopkins Press, 19
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the service of the nation's policy makers.

The CIA believes its fdnctions are being accomplished--
not by flashy triumphs of espionage, but by an enormous amount
of painstaking work, and regards the occasional Colonel
Penkovsky as a windfall--a'goldcn apple, but a windfall
nonetheless. '

Emphasizing CIA's debt to education ié the fact that a
majority of the Agency's employees have earned Baccalaureate
chrées; 16'pércent-h61d Master's Degrees and 5 percent
attained the Doctorate of Philosophy.

These academic degrees were awardgd by nearly 700 U.S.
colleges and universities in the United States, and by 60
universities abroad. They comprise 281 major fields of
specialization ranging from Accounting to Zoology, the six mggt
representative disciplines being History, Political Science,
Business Administration, Economics, Ehglish, and International
éelations.

A prime need of the Central Intelligence Agency is for
young.men and women with Liberal Arts training--who have a

strong sense of history--who are keenly aware of the forces of

‘economics and politics--and who have substantial cominand of at

least one foreign language. They must be intelligent and
resourceful, personable and persuasive. They must be willing
to work anonymously and they must be willing to serve in far

places as needs arise.
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4 “ ‘
;<;, | A career in CIA attracts many college sceniors, but it is
= 1afgely to the graduate schéols that the Agency turns for
- mature students educationally equipped for professional work
= in intelligence. |
- . ‘
._ CIA's search for academic ¢xcellence 1s a continuing
;ﬁ progranm involving direct contact by CIA recruiters‘with
= universities at both the graduate and undergraduate level,
i foundations, and specialized research institutes.
- A Synthesis of Skills
CE The intelligence cycle is a continuous process, beginning
- .
with the drafting of information requirements, followed by th
é; - location and exploitation of information sources, and leading
C |
o finally to the dissemination of intelligence reports or estinates.
- Information in many forms and from\a variety of sources reaéhes
; 'CIA analysts who are trained in and alerted to the recognition
; éf items of intelligence valué that warrant coding, classifica-
;‘ tion, and fiiing for ultimate incorporation in a definitive
EE research document. |
- _ .
CiA research staffs require and work in an intellectual
i% _environment conducive to scholarly inquiry and contemplation.
They are supported by a collection of source materials and
- library facilities that include 116,000 volumes, access to
g external consultants and a foreign documents division that
- supplies translations and editorial assistance. CIA's unique
:‘<; facilities and techniques for the indéxiﬁg, abstracting, trans-
. lation, storing, and retrieval of information and data have
-

' - 233 -
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been praised as "The most comprehensive information system now

in operation.” This recognition was accorded by the Committee

on Government Operations of the U.S. Senate.

CIA's responsibility for research, analysis, and the
preﬁaration of reports on foreign economié systems involves
the measurement of aggrecgative economic performance or detalled
reéearch dn various sectors of foreign economics: major industries,
transportation, communications, agriculture, international
trade, finance, etc. ‘These assignments require graduate skills

in Economics, Economic History, Economic Geography, Area Studies,

“and International Trade.

Rescarch of a different charactervislperformed in other
components of the Agency. One office, for instance, requires
sensitivity to developing trends and the ability to.synthetiié
political, economic, and military intelligence in support of
judgments regarding the intentions and capabilities of foreign

governments. Reports from this office often go directly to the

The impact of science and technology on all aspects of

human existence makes it mandatory that our government be aware
‘of scientific progress in all parts of the world. Since science

‘and technology contribute to the economic, military, and political

strength of any country, it is readily apparent -that its
offensive and defensive capabilities are influenced by its
achievements in scieunce and technology. Thus, scientific

intelligence is an integral part of the total intelligence process.

' ~ 254 -
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i(w, ‘ CIA employs SCieﬁtists, engineers, and technicians at

?; several stages of the intelligence cycle. Space technolog

- and missile systems are the objects of intensive study. The

;i art and science of photogrammetry are- employed in the critical
interpretation and analysis of aerial photographs, and, here,

- CIA utilizes geologists, geodesists, geographers, foresters,

= architectural and civil engineers, and talents in the graphic

= _

and illustrative arts.

The electronic engineer may work in one of the communica-

tions media so vital to the continuity of the intelligence

pProcess.

The physical and biological scientist may be a member of

the rescarch staffs responsible for surveying foreign scientific

Y

literature. N

The Agency is justifiably proud of contributions in

scientific intelligence made by both its permanent staff and
ii its nationwidé roster of consultants. The CIA scientist enjoys
- a COngenial, stimulating, and educational environment in which -
- to further his professional interest. He is encouraged and
”1 enabled to kecp abreast of developments in his specific.field
- .
| and thus to grow in professional stature. In many scientific
- and technical study areas, and in other research fields, advanced
: academic studies arc sponsored by.the Agency.
= Singularly active in the use of computers for management
j (', applications, scientific and engineering calculations, and
! - 255 -
-

Approved For Release 2000/04/18 : CIA-RDP90-00708R000200170001-9



K. . EiI N i

j
l|lk” ‘ ;
ok

K

At

Approved For Release 2000/04/18% CIA-RDP90-00708R000200170001-9

information retrieval, CIA offers mathematicians, systems
analyg%s, computer programmérs, and electronic engineers
careef opportunities in its unique and progressive data process-
ing éomplex. |

Understandably, the intelligence cycle must look to its
administrative support arm to keep all of its human and mechanical

elements functioning efficiently and effectively. Agency

career fields found in this major activity seek out the law

graduate, the business and public administration major, the
medical officer and medical technician, the personnel manage-
ment specialist, the communications engineer and his technicians
trained in wireless transmission, reception and maintenance.

At CIA initiative a hich-speed facsimile transmitter has

been developed w1th which an unuralned operator can encipher:

‘and transmit a document at more than 06 pages per mlnute At

that rate the entire Encyclopedia Britannica could be transmitted

to or from CIA Headquarters in about 60 hours.

Twentv Years Young -

CIA, having celebrated its 20th birthday in 1967, can no

longer be considered a newcomer to the national scene. This

organizational maturing is reflected in other ways: for exanmple,

nearly half of the Agency's employees have now served more than
15 years, and about 75 percent of CIA's professionals are over

35 years of age.

- 256 -
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This unusual depth of experience, however, might sink into
institutional formalism were if not for farsighted programs
adopted by the Agency carly in its existence.

Professional obsolescence, a serious and continuing -
problem in sciehtific and technical fields, affécts other
disciplines as well, and its avoidance requires continuous
updating and training. CIA feels that training should be
oriented not only toward mecting immediate and pressing re-
guirements, but should represent a phase of a, planned and

orderly career development process.

External Education

Each year several thousand CIA employees attend some
-

tpe of non-Agency program in mandagement, science and technology,

and certain technical fields, and for studies in language and

- area and in ‘liberal arts. Since the requirements of the Agency

concern so many unusual and divergent fields, it is impractical
. _

for all educational requirements to be met . internally. In any

one month employces spend thousands of man-days participating

in training, on a full or part-time basis, at a university,

senior service school, commercial firm, military facility or

another Government agency.

‘In addition, two universities in the Washington area have
established off-campus centers at the CIA Headquarters building.
Here Agency students are able to take university courses for

credit in their off-duty hours.

- 257 - |
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While national security interests impose some limitations
on CIA employees, many write for publication, attend professional
meetings, and take periodic lecaves of absence to teach and renew
their contacts with the academic worid.

Completing the cycle, a high percentage Qf employees who
leave the Agency for retirement or other reasons take up, or

return to, an academic career.

_Internal Instruction

Having considered CIA's relationship to the academic
community and the Agency's continuing reliance on institutions _
of higher education, it might be well to examine some of the
procedures employed by CIA to train and educate within the .
Agency iﬁsélf.

Basic methods of acquiring information are taﬁght selected
field-personnel early in their careers, together with such
specialized skills as paramilitary techniques and their

application in counterinsurgency situations such as Laos and

Vietnam. But since these "tradecraft' subjects concern

comparatively few CIA officers, perhaps the most comprehensive

example of in-house training is Agency instruction in forecign

languages. |
Overall, CIA employeeés are aSle to speak aﬂd read more

than a hundred separate languages and dialects, while nearly

half of all Agency personnel possess foreign language skills

- 258 -
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in somé degree. Thirty-eight percent of CIA's professionél
employees speak one forecign language, 18 percent have demonstrated
capability in two languages, 14 percent in at least 3, and

about 5 percent have facility in 6 or more languages.

One CIA officer, who must be unique in our government,

if not the world, possesses abilities in fifty-one foreign

languages, many of which were acquired under CIA auspices.
Training in foreign languages is accomplished in a highly
varied progfam of instruction ranging from twelve-month,
intensive, comprehensive courses to part-time familiarization
programs of only a few hours. It is also undertaken through
tutorial training and Programmed Assisted Instruction. CIA's
emphasis on spoken language skills stems from the major

\

requirement for Agency employees who serve abroad: - ability’

in oral communication; for these employees, the ability to

read or write a language is secondary. On the other hand,
intelligence production specialists more often need to read and
evaluate foreign documents, frequently in a recondite field.

Language School instructors use techniques similar to

those used in traditional academic courses even though relatively

foew graduates of university courses are able to read even a

newspaper in a foreign language. The subject matter and the
‘technical level of foreign language materials which concern
Agency employees, however, are quite different from those that

are the concern of most academic courses. The Language School

- 259 -
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- has therefore developed additional techniques, tailored to the
= Agency's interests.
=
These include instructional tape recordings in sixty
- different languages, a large and modern language laboratory,

and a library of 4,000 language and area books.

The language faculty comprises staff employees, scientific

linguists, and contract employees, many of whom are employed

. on a full-time basis. With this staff, the CIA Language School

;‘ can provide full-time instruction in twenty languages and less

- intensive instruction in thirty-five others. About forty
percent of the students are under full-time instruction.

o Taken in all its aspects, CIA's language instruction

‘s <:’ program i1s believed to have few, if any, rivals in the Free

= - World. |

%i The Vital Tripod

Zi And it is the Free World that CIA, in concért with other

- departments of our government, is working to keep free. X

i Twentieth Century technology--and ideology--have forced the

= American intelligence system to groﬁ in size and importance,

- ‘yet the end products of this system remain information and

= Jjudgment. The system itself may be said to rest firmly upon a
tripod whose legs are Responsibility, Objectivity and Independence--

;3 qualitiés equally indispensable to the educator and the scholar.

The ultimate success of American Intelligence--and American

B
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foreigﬁ policy--depends to a large extent upon the educational

R

excellence of its responsible officers. And to the degree

Bl

the American academic community can continue to meet this

exceptional challenge may depend the lives and freedom of us

 fIe

all.
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